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Re-Organization of the
Awarding and Processing of
Graduate Financial Support

Office of Dean

+ Reviews ali college requasts for graduata
student support, l.e., assistantships,
fellowships, scholarships and tuition
waivers to verify that all requests:

» conform to university and state
requirements for the type and amount
of support , ¢.g., full-time enrollment
status, domiclle status, etc.

» contain the required documents,
signatures, and apprapriate budgets

+ adhere to established deadlines for
processing paperwork {e.g., deadlines
to E-1S processing on payroll
schedules and posting of wition
SUppor onto student account)

B

New Procedures
»  One E=-15G for FA & SP employmemt of

TA/RA/GA - Aug 25 - May 92
employment dates; continuous
paychecks thru employment period

v Submission of E-15G forms extended
from 4 to 6 weeks prior (o FA
deadline.

»  Office of Financlal Ald and
appropriate dean's office will process
Specific Scholarship awardees

»  Meredith and Alumni Scholarships will
be coardinated by AA and selected by

- University Graduate Selection Comm.

Office of the Dean

» Submits all college E-15G, 108,
fellowship, scholarship and tuition
support requests to the appropriate
budget unit.

» Corrects any inaccurate or
incomplete requests returned by
E-~15 Processing and QOffice of
Financla) Ald.

» Maintains accurate record-keeping of
all college graduate financial support
to ensure that the college accurately
tracks avaitable funds vs.
expenditure status by budget and
semester.

+ Pravides Academic Affalrs with
periodic detajled reconciliations of
allocation and expenditures of §5

— and university funds and tuition

Key Changes

» College Dean's office will assume
responsibllities currently assigned to
Ofic of Graduate Studies

»  All requests from dept/school for
grad financial awards must be
approved by Dean's Ofc before
submission ta E-15 Processing & Ofc
of Financial Ald

» E-15Processing & Financlal Ald will

malntain cuiment services: any

Incomplate or Inaccurare reguests will

be returned to Dean's office for

action & resubmission.

Types of Financial
Support

Fellowships
Assistantships
Tuition Support
Scholarships

- L4 - L d

.




Types of Funds - Sub-
Object Codes

» State Appropriations SCHEV -
$5 (TA-4122; RA/GA -4123)

r  University funds (TA - 4022;
RA/JGA - 4023; & Fellowships)

+ College Base Budgets

+ lLedgers 3-6

¢+ Scholarships funded thru Office
of Finandal Ald

» ODURF - Grants & Contracts

.:Eos Waivers/Exemptions
\

Assistantships

TARA,GAA
» Service type awards
» Must maintain a minlmum

3.0GPA
» Maximum 20 hours a week

v Non degree students not
ellgible *

N

Fellowships

» Non Service award

» Must malntain & minltmum 3.0
GPA

¥ Enrolied for 9 hours (fall and
spring} € hours (summer)

} Recelve funds at beginning of
each semester of the award

» May be used for books, tuition,
food, rent, blils, etc.

¥ Qutstanding University debts will
be paid first

» Student receives chack for the
remaining armount

— » Non-degree students not ¢ligible

Graduate Teaching instructor

» Employee Class TA
v Sub-object code 40224122

v Partic) Directly in Teachi
hn_s.ﬂs ¥ =

~ Teaching a credit course
« Responsibiiity for a lab section
s Assigned to quuwc.._an Instructional
support or related activites
¢+ Must Pass the GTAI Institute
» Refer to Graduate Catalog for
compiete description and policles

-

"QEONIIIDE, - Sl ST, prepares
Fellowship award letter, submits to
dean’s office the award jetter tigned by
student and depanmaent

NS

Dean's Office - verifies student's
qualification and funding; submits Letrer
autherizing Fellowship award to the
Offics Financial Ald

N/

Qffics of Bnancial Ald - processes
College authorization of fellowship,
dishurses funds and sends check to
stucent

N

Gradvare Teaching Assistant
(GTAA)

Employee Class TA
Sub-accourn 4022 /4122

» Does Not Directly Instruct Students or

Have Responsibility for a Lab Saction

but May be:

= Graders

» Research articles and materials to
Lab ssalstants Wi prepa

. ass re
equipment uo!uo-_% repe

» Not Required to Pass the GTA)

Insthute

» Must be Approved and Supervised by

Appropriats Facuky Instructor

» Refer to Graduare Catalog for

complete description and policies




Graduate Research Assistant
(GRA)

» Empioyee - Class RA

» Sub-object code 402374123 or
ODURF 108

» Participates in research or supports
activities conducted by faculty
members or Administrators

» Refer to Graduate nb.»__ﬁ for
compiste description and polictes

Craduate Administrative
Assistant

v Employee - Class RA
» Sub-account 802374123
» Directly Support Activities of a

Academiic, Non-Academic Units Such
as

« Student Services, Athletics, Career
Management Center, Student
Housing

» Refer to the Policy for establishing

and Awarding of Graduate
Assistantships in Non-Academic
Units

Tultion Support

Tultion Walver/Exemptions

» Must maintain 2 minimum 3.0 GPA

» Students receiving assistantships and
fellowships are eligible for tuition walver

» Walver/Exemption for Ph.D. students
(100% and 6% for out of stare student)

» Wavier/Exemptlon for Master’s level
(25%,50%,75% , 84% or 100% and 61 %
for out of state student)

» Tultion exempticn budget is determined

during the yearly budget process

Scholarships

» Non Service awards

» Must majnrain a minimum 3.0 GPA

» Enrolled for 9 hours (fall and
spring) 6 hours (summer)

» Funded through endowments to the
university through private donors

. m_naho_-a_ad__muﬂwha listed In the

nivers uate ﬂonn-oa

+ Notiflcation of available
scholarships published In earty
Mﬂ_qﬁ from the Office of Financial

» Non-degree students not eligible

.y




Process for Scholarship

College selects student
] receiving scholarship

T .....m Dean’s Office submits
S| Scholarship Award Letter to
T R ._ Dffice of Financlal Ald

R | e of FiRaTEaI AR
NGl processes award letter and
R4l  post funds to student’s

Finance and Financlal Ald Units

E=15 Prosaasing:

» Artinda McGruder, Office of Finance,
smcgruda®odu.edu, 757-683-5271

» Branda Blaunt, Office of Financa,
bblountodu.edu, 757-683-5399

Tultlon Walvers/Exemptions:

of Finance, ahurdisPodu.sdu,
757-683-4910

Eellowshios:

Financial Ald, dmaydoduadu,
757-683-6349

Scholanhips:
» Sharon Mason, Asst. Scholarship

Coordinator, Office of Finandlal AM,
' smasonPodu.ada, 757-683-4322

+ Annette Huedle, Cashiering Suparvisor, Office

» Debra May, Financial Ald Counsalor, Office of




Enroliment Requirements for Stipends & Fellowships Based on Sources of Funding

9 eredit hours {Fall/Spring)
6 credit hours {Sumimer)
ABD (1 credit hour} allowed

9 credit hours (Fall/Spring)
6 credit hours {Summer)
ABD (1 credit hour) allowed

SCHEV (S-5) Ledger1 All Other University Accounts ODURF (108's)
TA E-1SG E-15G E-iSG N/A
Sub-Object Code: 4122 Sub-Object Code: 4022 Sub-Object Code: 4022
9 credit hours (Fall/Spring) 9 credit hours {Fall/Spring) | 6 credit hours (Fall/Spring)
*6 credit haurs {Summer) 3 credit hours (Summer} 3 credit hours (Summer)
ABD (1 credit hour) not allowed | ABD (1 credit hour) allowed | ABD {1 credit hour) allowed
RA/GA E-15G E-15G E-15G 108
Sub-Object Code: 4123 Sub-Object Code: 4023 Sub-Object Code: 4023 6 credit hours (Fall/Spring)
9 credit hours (Fall/Spring) 9 credit hour (Fall/Spring} 6 credit hours {Fail/Spring) 3 credit hours (Summer)
*§ credit hours (Summer) 3 credit hours (Summer) 3 credit hours (Summer) ABD (1 credit hour} aliowed
ABD (1 credit hour) not allowed | ABD (1 credit hour) aliowed | ABD (1 credit hour) allowed
feltowships N/A Award Letter Award Letter N/A

* The total number of cr hrs in SUL and SU2 must equal 6 to fulfill SCHEV regulations. Thus, to meet these requirements a student can enroll in 6 cr
hrs in either SU1 or SUZ, orenroll in 3 cr hrs in SUland 3 ¢r hrs in SU2.




TYPES OF FINANCIAL SUPPORT FOR GRADUATE STUDENTS

Assistantships

Graduate Assistantships (Research or Teaching) are service type awards. Students are
required to work up to 20 hours a week for a full assistantship. These funds may be provided
through the allocation of funds from Academic Affairs, through graduate financial aid money
received from SCHEV and allocated to the colleges, or from various university budgets.
Students who hold additional awards which require full-time enroliments must adhere to that
requirement even though the assistantship provides for a lesser credit-hour load. The
minimum stipend amount (per University Policy) is $3,200 for Fall and Spring semesters and
$2,500 for Summer.

Graduate Teaching Instructor (GTA) — Employee Class TA
Sub-account 4122 (S5 funds only), 4022 (all other funds)

This sub-object code is used to hire graduate students, without faculty
appointment, who participate directly in teaching activities, such as the
teaching of a course, or who hold responsibility for a laboratory section,
or is assigned to specific instructional support or related activities. All
GTA-Instructors are required to pass the GTAI Institute in order to receive
a GTA stipend. International students must pass the SPEAK Test and the
GTAI Institute.

Graduate Teaching Assistant (GTA) - Employee Class TA
Sub-account 4122 (S5 funds only), 4022 (all other funds)

This sub-object code is used to hire graduate students, without faculty
appointment, who do not directly instruct students in the knowledge or
skills imparted by the laboratory experience. Instead, TA Assistants serve
as graders; help the instructor research articles and materials to be used by
the instructor in preparing lectures or handouts, or as laboratory assistants
who prepare equipment solutions, etc. GTA-Assistants are not required to
pass the GTAI Institute but must be approved and supervised by the
appropriate faculty instructor.

Graduate Research Assistant (GRA) - Employee Class RA
Sub-account 4123 (S5 funds only), 4023 (all other funds)

This sub-object code is used to hire graduate students, without faculty
appointment, for participating in research or support activities conducted
by faculty members or administrators.

Graduate Administrative Assistant (GAA) - Employee Class RA
Sub-account 4123 (S5 funds only), 4023 (all other funds)

This sub-object code is used to hire graduate students, without faculty
appointment, for participating directly in the support of the activities of a
University administrative unit (e.g., Student Services or Athletics). Please
refer to the Policy for Awarding of Graduate Assistantships in
Non-Academic Departinents.



University Fellowships

Fellowships are a non-service type award. Students will receive fellowship money at the
beginning of each semester of the award. Students receiving these funds may use them for
books, tuition, food, rent, bills, etc. If the student has any outstanding debts owed to the
university these debts will be paid first. The student will receive a check for the remaining
amount.

Tuition Exemptions/Tuition Waivers/Unfunded Scholarship

Graduate students who are receiving assistantships or fellowships may receive a tuition
exemption, Graduate assistants must be eaming at least $3,200 during the fall and spring
semesters and $2,500 during the summer semester. The terms tuition exemptions, tuition
waivers and unfunded scholarships are all the same, just a different terminology used
through the years. Tuition exemptions may pay the tuition and fees or just the percentage
indicated on the Els Form. The amount of these awards are determined during the yearly
budget process by the Budget Office and allocated to each college and to some non-academic
units.

Scholarships/Fellowships

Scholarships/Fellowships are non-service type awards. These awards are funded through
endowments to the university from private sources. The requirements for these awards are
determined by the donors. (Alumni Association Outstanding Scholar Fellowships, Theodore
F. And Constance C. Constant Fellowships, Meredith Construction Company Scholarship,

etc.) These awards are listed in the Unijversity Catalog.

ODURF GRANTS

Those students being funded through ODURF grants must adhere to the university
requirements to hold graduate research assistantships. If the grants are also going to pay
tuition this needs to be indicated on the ODURF 108 Form.



Assistantships in Non-Departmental Units

The supervisor of the Non-Departmental GAA position selects a student and
submits a completed E1S, award letter, and position description to the student’s
Graduate Program Director (GPD) for review and approval.

. The student’s GPD reviews the E1S, Award letter, and Position Description
signed by the Student and Non-Academic Supervisor. If approved, the GPD
submits the documents to the appropriate Dean’s Office.

. The Dean’s Office verifies approval of GAA position, student qualification, etc.,
and submits the E18 for employment, as well as an award letter authorizing
tition support.

. If the GAA position includes a tuition waiver, the Office of Finance will process
it and post the waiver to the student’s account.

. E1S Processing codes the student into Banner, and Payroll issues the student a
paycheck.

Each semester, the GAA’s immediate, non-departmental supervisor will evaluate
the performance of the student and make recommendations for continuance or
termination. This written evaluation will be reviewed by the graduate student and
his/her GPD or academic advisor and a final set of recommendations will be made
regarding continued awarding of the assistantship.



APPROVAL OF GRADUATE ASSISTANT POSITION
AND
RECOMMENDATION AND APPROVAL OF STUDENT

(To Be Completed by Non Academic Unit Supervisor)

Title of Graduate Assistant Position;

Department/Unit:

s e T e e
(To Be Completed by Graduate Program Director)

Position:
[~ Approved [~ Disapproved Justification:(if not approved)

Graduate Program Director (Signature) (Print Name) ) {Date)
(To Be Completed by Nor Academic Unit Supervisor)
I~ Vacant Position [~ Filled Position
Name of Student Holding Position Graduate Program Graduate Faculty Advisor

I~ Approve Continuing Student [~ Disapprove Continuing Student

Justification: (if disapproved continuing student)

Student(s) Recommended:

Name UIN Program/Degree

Name UIN Program/Degree

Name UIN Program/Degree

Name UIN Program/Degree
Graduate Program Director Date

Copy:  Department/Unit



Gradusate Assistant Responsibilities Agreement

Old Dominion University
Name of Student: (PRINT) UIN:
Dept. /Progrem: College:
Name of Faculty/Administrative Supervisor: (PRINT)

Name of Graduate Program Director; (PRINT)
Assistantship Category (check only one): 0 GTAA . GTAl TRA “GAA

Briefly describe the student’s responsibilities during the semester (extra sheets may be appended to this
agreement a3 necessary):

This agreement constitutes a position description of the responsibilities associated with the assistantship

for the semester of . Students must meet all eligibility, enroliment,

registration, and employment requirements outlined in the Graduate Catalog. On average, a student is

contracted to devote 20 hours maximum per week during the semester (uniess otherwise indicated) apart

from his/er scademic work, to the duties required by the assistantship. The student’s work schedule is to

be negotiated between the student and the supervisor along with a schedule of meetings and preferred

modes of communication, In addition, the student may be required to attend special training sessions, ¢.g.,
the Graduate Teaching Assistant Institute and workshops (sec addendum attached to this agreement). An
evaluation of the student’s performance will be conducted by the supervisor at the end of the semester; if
this agreement covers the student’s initial appointment, there will be a midterm evaluation as well.
Separate forms are required when a student is assigned to more than one supervisor or his/her dutics are
divided between the categories defined above. Students must agree in writing to adhere to the Policy on
Additional Employment, FERPA regulations, the University Policy on Confidentiality and the University
Policy on Patents and Copyrights,

Student’s Signature Date
Supervisor’s Signature Date -
*Graduate Program Director’s Signature Date

* In the event the GPD is the student’s supervisor, the Chair’s/Dean’s/Dean's Designes signature would be required.

Original 1o Graduate Program Direcior; copies lo the student and the supervisor.
A copy of the Graduare Assistant Responsibilities Agreement must be included in the student’s file.



Unit - OFFICE OF GRADUATE STUDIES
Graduate Assistantship Position Description

Supervisor

1L

How does this position contribute to the studeot's scademic and professional goals?

Graduate Assistant will develop an in-depth awareness of the complexity and methodology for
developing a graduate studies newsletter

Graduate Assistant will obtaln experience In gathering information, interviswing techniquos, and
using desktop publishing software

Graduste Assistant will oblain experience working with a team of high level administrators
Graduate Assistant will enhance communication and anslytical skills

Graduate Assistant will become more familiar with the range of Old Dominion University's

graduate programs, faculty and students
Graduate Assistant will enhance writing and editing skills

Job Description: Activities and Responsibilities .

The graduate assistant will develop a complete, user-friendly, well formatted issue of an Old Dominion
University Newsletter. Under the direction of the Vice Provost for Graduate Studies and Research, the
gredunts assistant will gather data needed to highlight graduate programs, graduste student schievement,
faculty or student research, trends in graduate education, and pertinent information from the Office of
Graduate Studies,  The greduate assistant will work relatively independently once the project objectives
and methods have been eswablished and witl meet regularly with the Vice Provost of Graduate Studies and
Office of Graduats Studies staff to monitor progress, to discuss ideas for improvement, to submit drafis for
review, and to keep current with office developments,

Sultable Academic Majors: English, Communication, Educational Leadership
Qualifications:

Enrclled full-time in a graduate degree program and with high acedemic standing

Excelient interpersonal and social skills

Word Proceasing skills to include the following:
8) Microsoft Publisher
b) Microsoft WORD
¢) Web-based searches

Possess sxcellent oral and written communication skills

Well organized and capable of managing time effectively

Employment Schedule
Summer 2006
Hours: A total of twenty (20) per week on an established schedule that fits the student’s courss

Remuneration for Assistantship: $




Minimum Stipend Amount {5)

University (24 Pay Periods) (20 hours/week)

Employment
Semester Start/End Dates # of Weeks Amount S/week s/hr
Fall 10 Aug 25- Dec 24 18 $3,200.00 517777 4$8.88
Spring 11 Dec 25- May 09 19 $3,200.00 $168.42 $8.42
Summer 1} May 10- >:«f~a 15 $2,500.00 $166.66 $8.33
TOTAL 52 $8,900.00
ODUREF (26 Pay Periods) (20 hours/week)

Employment
Semester Start/End Dates # of Weeks Amount $/week $/hr
Fall 10 Aug 01- Dec 18 20 $3,200.00 $160.00 $8.00
Spring 11 Dec 19- Apr 30 19 $3,200.00 $168.42 $8.42
Summer 11 May 01- Jul 30 13 $2,500.00 $192.30 59.62
TOTAL 52 $8,900.00

Office of Graduate Studies, ODU

April 12, 2010
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Qualifications for Tuition Waivers/Exemptions

4

Tuition waivers/exemptions are granted only to students receiving
assistantships and fellowships

Must maintain 8 minimum 3.0 GPA

Waiver/Exemption for Ph.D. students (100% and 61% for out of state
student)

Waiver/Exemption for Master’s level (25%, 50%, 75% , 84% or 100% and
61% for out of state student)

Tuition exemption budget is determined during the yearly budget process

13



TO: Graduate Program Directors & Administrators, Dept. Chairs, Assoc. Deans,
Deans, and Non-Academic Unijt Administrators Assigning Graduate
Administrative Assistantships (GAAs)

FROM:

SUBJECT: Policies and Procedures for Awarding Graduate Student Stipends and Tuition
Waivers

The following guidelines and procedures will be in effect and will provide more effective and
consistent awarding and processing of graduate student stipends, fellowships and tuition.

1. Award Letter (Example Attached)

A. Signed and dated by student and Program Administrator

B. Stipend - Specify:
Type: TA (Instructor or Assistant), RA, GA or Feliowship
Total Amount in dollars to be paid, e.g., $15,000
Start and End dates for performance/employment, e.g., Aug 25 to
May 9 (FA & SP)
Number of weeks and hrs/week, e.g., 20 hrs/week for 18 weeks.
Eligibility Requirements:
i. 3.0 GPA - Failure to maintain a 3.0 GPA automatically retracts
the assistantship
ii.  Enrollment requirements differ according to funding source
(see table on page 5) “

oo

o e

C. Tuition Support — Specify:
a. Amount
i.  Tuition Waiver: The percentage and maximum number of
credit hours to which waiver will be applied, ¢.g., 50% of up to
9 credit hours at the in-state rate
ii. Fees:
- » Domestic = General Services Fee + Student Health Fee
+ Transportation Fee
’ = International = General Services Fee + Student Health
Fee + Transportation Fee + International Student Fee
. Penalty for withdrawal or termination — “Student receiving tuition support
who withdraws from courses or loses his/her stipend or is dismissed from
the university will be personally liable for repayment of funds utilized.”

D. Copy of the Council of Graduate Schools “Resolution Regarding Graduate Scholars,
Fellows, Trainees, and Assistants” should be enclosed.

14



April 12, 2010

Jane Doe-Williams
UIN# 00999330
789 Main Street
Norfolk, VA 23529

Dear Jane Doe-Williams,

The graduate program in --------- is pleased to award you a Teaching/Research/Graduate Assistantship for
the 2009-2010 academic school year. This assistantship provides a stipend of $15,000 to be paid as
follows: $7,500 fall semester and $7,500 for the spring semester, covering the period of August 25, 2009
to May 9, 2010. Your assistantship requires that you spend an average 20 hours per week conducting
teaching/research/administrative services.

This award also includes a__ % tuition waiver that will pay for up to __ credit hours at the in-state rate
which is equivalent to $XXXX. You are personally liable for repayment of all tuition costs exceeding

this award amount.

In order for you to receive this assistantship and tuition support, yon must be enrolled in a degree program
and complete at least nine (9) graduate credit hours during the fa!l and spring semesters covered by this
award. You must also maintain a 3.0 (or higher) grade point average. Please note the assistantship
(including the tuition support) will be immediately terminated if you do not maintain the 3.0 grade point
average. Students who resign from their assistantships or whose assistantships are terminated will be
responsible for all tuition which has been paid on their behalf in the semester in which the resignation or

termination occurs,

Any tuition support received as a result of the appointment may adjust your eligibility of other financial
aid processed by the Office of Finance.

Old Dominion University adheres to the Counci! of Graduate Schools® Resolution Regarding Graduate
Scholars, Fellows, Trainees, and Assistants (copy enclosed). Yf yon accept this offer, please sign and

date the original copy of this letter and return it to me by no later than XXX, 2009. The second

copy is for your records. We look forward to your contributions to the departinent/school of --——-— and
to the University. If you have any questions, please do not hesitate to contact your graduate advisor or

me.
Sincerely,
Thomas Jones, Ph.D.

Graduate Program Director
Ph.D. program in

I understand end agree to the terms and requirements of this financial support award.

Student’s Signature Date Student’s UIN

15



II. Submission of E-1SG and ODURF 108 Forms

A,
B.

Attach copy of Award Letter signed by Student and Program Administrator

All parts/sections of the E-1SG or 108 forms must be completed and have all
appropriate signatures

For GAs, attach the “Approval of Graduate Assistant Position and Recommendation
and Approval of Student” signed and dated by the Graduate Program Director.

Documents to Forward on to E1S Processing/ODURF (if included in the
completed E-15G/108 package)

Completed E-1SG/108 Form

Al Hiring Paperwork

Original International Student Employment Authorization (from ISSS)
Manual Paycheck Request Form

Documents to Retain (if included in the completed E-18G/108 package):

Essentially, everything except for Hiring Paperwork

Signed Award Letter

Approval of Graduate Assistant Position Form

Recommendation and Approval of Student Form

QGraduate Assistant Responsibilities Agreement

Graduate Assistant Position Description

Any attached transcripts

1-Hour All But Dissertation (ABD) Notification Form 28

Copy of International Student Employment Authorization (from ISSS)

E-1SG and 108 Forms and attachments that do not meet these guidelines will be returned
to sender for correction or completion of required information.

1€



Verifications
» Ensure there are sufficient funds in budget to support student

» Ensure the correct Budget Code and corresponding Position # and Type are
indicated on the E-15G Form

P Ensure all students:
= meet Enroliment Requirements
* have a minimum GPA of 3.0
» have completed all required hiring paperwork
v 19
Child Support Disclosure Form
Drug & Alcohol Form
W-4 Form
VA-4 Form
Selective Service Compliance Form
Internet/Electronic Systems Form
Copy of 8§ Card
Direct Deposit Form
Dual Employment (Conflict of Interest) Form

AN N N A N

[There is a screen in Banner (called PWIGRAD) to help the processor verify
that students meet each of the enrollment, GPA, and paperwork requirements.
See next page.]

» Ensure International Students:
* have completed all necessary hiring documents in ISSS (ISSS will send
the student’s department a yellow card which indicates that all hiring
paperwork has already been completed — see page 22 for example)

17



How to Verify Student Hiring Information in Banner

18



OLD DOMINION UNIVERSITY

Checklist for Completing I-9 Forms
The federal government requires employers to ensure that all new employees are legally entitled to work in
the United States, To avoid costly penalties, ODU must have in place a process 1o ensure departments are

adhering to federal requirements.

All new and rehired ODU employees must complete the Form 1.9, Employment Eligibility Verification, on
or before the first day of employment. They must also provide proof of identity and employment eligibility
within three business days from the first date of employment. To help ensure compliance, the following
checklist has been designed as a guide to be used by departments for the proper completion of each Form
1-9.

Section 1. Employee Information and Verification
(Miust be completed by employee on or before the first day of employment)

Employee Information

__ Employee’s first, middle initial, and last name correctly stated.
____ Full address, including city, state, and zip code correctly stated.
____ Month, day, and year of birth correctly stated.

__ . Social Security number correctly stated.

Citizenship/Immigration Status

Status is indicated and correctly stated.

If employee is a permanent resident, the alien registration number is correctly stated.

If employee is not a permanent resident but has authorization to work in the U.S., the
expiration date of employment authorization and alien or admission number is correctly

stated.

re———

Employee's Signature
___ Employee’s signature correctly stated.
Month, day, and year of employee’s execution of form correctly stated.
_____ Signed on or before the first day of employment.
Preparer/Translator Certification
Signature of preparer/translator correctly stated.
Name of preparet/translator printed correctly.
Signed on or before the first day of employment.

Section 2. mplover Review, Verification, and tion
{Must be completed within three days of hire)

Employee must present originals of List A document or List B and List C documents,
List A

Appropriate document received.

Document Title correctly stated.

Document Issuing Authority correctly stated.

Document Number and expiration date comrectly stated. If none, write N/A.
Receipt showing application for document received (if applicable).

Copied and attached document.
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List C

T

Appropriate document received.

Document Title correctly stated,

Document Issuing Authority correctly stated.

Document Number and expiration date correctly stated. If none, write N/A.
Receipt showing application for document received (if applicable).

Copied and attached document.

Appropriate document received.

Document Title correctly stated.

Document Issuing Authority correctly stated.

Document Number and expiration date correctly stated. If none, write N/A.,
Receipt showing application for document received (if applicable).

Copied and attached document.

Employer’s Certification

-|||l|l||

Month, day, and year of hire correctly stated.

Signature of employer’s authorized representative correctly stated.

Name of authorized representative printed correctly.

Title of authorized representative correctly stated.

Name of Business or Organization correctly stated (Virginia Commonwealth University).
Full address, inciuding city, state, and zip code correctly stated (Department Location).
Month, day, and year of authorized representative’s certification correctly stated.
Certification signed within three days of hire (first day of employment).

Section3.  Updating and Reverification

EEEETT |

(Must be on or before expiration date)
If employee listed an expiration date in Section 1, reverified employment ehglbllxty on or
before expiration date.
Employee's first, middle, and last name written in Section 1.
If employes has a new name, first, middle initial, and last name correctly stated,
Month, day, and year of rehire, if applicable, correctly stated.
Appropriate employment eligibility document received.
Document Title, Number, and expiration date, if applicable, correctly stated,
Signature of employer’s authorized representative correctly stated.
Month, day, and year of authorized representative certification correctly stated.

Name of person completing this checklist (Please Print) Date

Signature:

Checklist adapted in July 2008 from a document developed by Virginia Commonwealth University.
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I-9 Paperwork and Processing for International Students

[-9 paperwork verifying international student employment eligibility is processed
by International Student & Scholar Services (ISSS) located in 214 Spong Hall (Tel
757.683.4756, Fax 757.683.6198), e-mail: intlstu@odu.edu. Days and hours for
processing I-9 paperwork are the following:

+ Monday, Wednesday and Friday: 10:00 a.m. - 12:00 p.m
» Tuesday and Thursday: 12:00 p.m. - 2:00 p.m.

If you absolutely cannot make it to ISSS during the times above, please contact
our office to request a specific time.

Bring the following documents:

Original [-20 or DS-2019

Original Passport and 1-94

Original Social Security Card (if you have one)

ODU ID Card

EAD (work authorization) card (if you have one)

Any change-of-status notifications from Immigration, also known as Form
I-797 or Notice of Action (this would mostly apply for people changing
visa status or for H visa holders)

« Employment offer letter (explained below)

When the Research Foundation or the University employs an international student,
we need a letter from the hiring department (on letterhead and with an original

signature) stating the following information:

Student's full name and UIN

Employing department name, contact and phone number
Name of student's direct supervisor

Dates of employment

Job title and wages (student hourly or graduate assistant)
Number of hours the student will be working per week in this position

(international students may only work a maximum of 20 per week while
school is in session; that number increases to 40 per week during

vacations).
7. How is this position funded: Research Foundation or the University?

A S A S A

If a graduate assistantship is awarded, the student must request that his/her visa
document be updated by ISSS. In addition, if a student has a hold which prevents
registration, 1.9 paperwork will not be processed. Please contact our office if you

have any questions.
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Dept: Hour:, S oo

INTERNATIONAL STUDENT EMPLOYMENT
AUTHORIZATION for OLD DOMINION UNIVERSITY

The shove-pamed student has completed 0DU empioymont paperwork 0%
Child sapport; Drug/Alkohol; st Use; Dissct Depai 804 tox withboiting (lax St
W, W4 Subeteatal Preserce Tes [ Intemaliona! Student & Scholar Senioss
0S89, Thels papsswork will be sent to the ODU Payredl Office once 1S5S
datannines that D student dosa not have any holds oa their recund baning
regisination, is ot eumenttly participating in a Practical Tiaising program, snd
Is tn good staning with 1SSS and USCIS immigstion).

Authorization to work expires: .

7 *Tuts student Is autivoriznd to work for 30 days 0NLY pending reselt of
ks 1.5, Soctal Secority card.

Verifiod by: __Date:

This suthoczation Is wlid for D3d Dominion Univeesity smploymant amjc Should the
stodent’s funding chinge 1o the QDU Resserth Fomndstion, & sepaicis sel of
smplownant paperwodk 2ad & aew verifiostion mosipt will be rquired.

Interaational Stadect & Schotsr Semioes, 2101 DagasHall,
{757)683-6343 ~ E-mall aslinriodu.atit
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Graduate E-] SG==r————ra

MINION UNIVERSITY GRADUATE STUDENT EMPLOYMENT DATA FORM (E-1S6) g
o..%w%a.;wi.&sﬁ& 19 begin workdng until the E-15G form has been E-1SG Formn, Revisad 10/14/2000
SETNS completed, approved and processed by E-15 Processing. SUBMIT FORM WITH ORIGINAL SIGNATURES.)
Cv. Check Distibution Org Contact Person: Bxt:

V. CHANGE DATA: (sws Page 2 lor quidelines) EFFECTIVE DATE:

Budget Code: o rized Present Amount b1l Incrazsa/Decraste AmLReq

Reguested EndDale (o

TYPE OBJECT  TITLE omzouoomm.qmom+ End Date: Presant End Date
e

T
Grad Teaching Asst Assistant Gradushe Studjas V1. TERMINATION DATA:

Residency Status: [J Ciizen (C) [J Permanent Rasident (P) [ Non-immigrant (N)
Local Phone :
Local Address:  Suost

Cry Stste Zip

Domicte Program Semeater ______ Tolal Graduste Cred® Howrs,

). FINANCIAL SUPPORT DATA:

Employment  Start Date End Date

Hrs Per Week

WeeksinParod ____

Totak'Stipend Amt_$

] Chiid Support Disclosure
V. TUFION SUPPORT DATA R B P Shdcanal
orm
[J A_Verified siudent/docioral candidate B Verifled Studentimastar's degree +o B Ll VA4 Form
Grad TuiionWaiver? Yea [] No [J = Grad Tuition Grant? <8«m_ No O | Bannerkeyecny: m w}l:!!m_.mﬁoog
Funds Source Oate: O Copy of S5 Card
Funds Soure ROUTING [} Direct Deposk Forn

O 25% 0 so% O 75% D o4% O 100% 0 61% (only for out of state pracuate shutents) Original (graduate students) - G [ Duai Employment (confiict of inerest)

Copy — for Department records

Amount of Tulton and Fees -9 Exp Intemational




FOR INFORMATION PURPOSES ONLY - DO NOT RETURN WITH PAGE 1 OF E-1SG - KEEP FOR YOUR RECORDS

4 vo Bedret Antherization - This section 13 cowpleted for ALL trmsactions
W-!»o::u.t&snli«::&l.“lﬂl.ﬂuﬂuﬂdi_ irsgoes Eu‘n?iﬁ»‘!&!ﬂ%i!
roquied %-ﬁirl?ﬁbf.—ﬁ-&tii sl Eollowing seqeiremants v
!a..rsvir..!.._.i SRS i =8 e e et i TA Grad Teach Asst - InstructoriAssistant
Frovide the Deparomemt Cratsct Person nd the Q  Funch mabebleutntod TA 402240122 Grad Tearh At instrwctors ao gradusis stodents who
%ﬁghi?;lii O Hrcomglated directly communicsts and ingoract with stodeats b ways that leed to the
conteicad on the Sorm, thix contact informathom i by inoy O cnid SupperiNeohol Deug form compisied conveyancs of knowlodge or skills required to swoceasfully compless the
~ This sechon maxl ba corecdy o aieitﬂllllwli!o!ifli égigugsggihlilg
E;l entirscy for sach transection o Coniicets of et o Instruciors, Laboratory Supervisors, Recitation Leaders and Tutors.
O studuntis regleered for raquired numbor o credt huu ol Ok TA 4022/4122 Grad Toashing Asad Assiotaaty do not have these required
Shudcot Date - The 1D iudormetion priien 11 compleied Jut esch Dosminkn Uniesratly typen of ication and inderactions with students, Thess TA-Assistants
wansicicn. Al complets whan & sodint aployes has 5 change of Q  Drad Dapast Fam servo s grades, belp B i s sticlen and 5 1o bo sed
e W e by the instrucior o preparing lectures or kandouts, or teboratory ausictamts
5 Wt Foum who prepare cquipment, sclutions, experiments, ¢tc., but do not dircetly
Tl Bemssct Daa - T cton s compliod i AN {nstruct Seudents i the knowledga or thills impwted by the lsbarstory
aripiial appoi only Onigmal mppemiment cab be s .
I__ln_m.._ons.i. SFEACH Buctl yass cxperience
) Osoxwmﬁmwmzom.wn.uwﬁ — GRA 20234123 Grad Research Asst partivipates dizuctly in research or
Transaction Type | ~ Sections of E-1SG - sopport activities conducted by Bculty seonbers or sdministrators,
_toComplete . - . GRA 4IIIAIZS Grad Adssinksirative Aset perticipases disvctly in the
Original Appointment Sections 1, I, HI, IV, V11 sappont of the sctivities of a University administrative unit.
 Rate Increase Sectiops L, IT, IV, VII ANTA:Ioamuctors will be roqeirsd in pass the GTA Inetiute i order ¥
Change Authorized Sections L 11, V, VH ivea OTA stipead, TA-Assislants are not regoived 10 pass the GTA
Amount Eggfglivwﬁo%g
et sstractor
Change End Date Sections L IT, V, VI1
T Al GAA positions must have position descriptions and a position spproval
Termiunation LIL VL VII P e e
Pulltine (20 hotsrs per weak) gred Y ROt p
Mesisnats, and pradus adoawrasive sssizets) oy mot be paid for pak-eme
teaching or othes cumpes smployment for b Univerzaty i s08idon w it nosnal
respensibililes.
. Burrgrions 1 this policy muy oaly be Siade uider unesml circumstenes: and only
Wik thes sppreval of desn of the sppanpriase collop: of aquivalent sdminiswater upon
?ié?iiﬁﬂ“!i? "
{i{ E% o ilﬁn
undernskon with coution and in concelintion with e GID. 1 should in no wey
Mbvealy alfies acudemic puckrwe Aip tasies and responsd
b= ooy o w..l.aiotl.ﬂljllllulﬂ
310 15 10 e mmrolind sach sascsie f Bk sppoioEReR Aol TSt
regpister for mnd compless & i of piy howsy of gracuets course work
pes samester m s ) and spring snd thiee hours of grackesie course
work in the Samenar
iviag tais stwdents must be sapporied for e
iiiii somasiar i 1ocirve of beaat 33,200 v support per regular sraesier or
$1.500 during thy suerrmer. A dociorl subn who hat sccrssidly pazsed the
Condidacy Buxmissnion i beds caly 1o complets the dk ion st be regs
??????? s30rtabion (59 16 be shygible For Aell titian asvistasce.

Removed = snsdopted for molgumenc For sudeat 2d bowrly worken, &
uN !!ol!f!lllru._oo.mﬂsl-l_i!rs?
ol ‘nF L & 3 l

i#!l!o »
e wial direcims,
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Type
TA
TA
GT
GT
RA
RA
GR
GR

Employee Class on E-1SG Form

Object
4022
4022
4122
4122
4023
4023
4123
4123

Title

Grad teaching Asst Instructor

Grad teaching Asst Assistant

(55) Grad Teaching Asst Instructor

(85) Grad Teaching Asst Assistant

Grad Research asst Research Asst

Grad Research asst Administrative Asst
(S5) Grad Research Asst Research Asst

(S55) Grad Research Asst Administrative Asst

For Types TA and RA (Ledger 1 Funds)
Students must be registered for three credits in the summer.
Students must be registered for nine credits in the fall and spring,

For Types TA and RA (Ledger 2-6 Funds)
Students must be registered for three credits in the summer.
Students must be registered for six credits in the fall and spring.

For Types GT and GR (S5 Funds)

Students must be registered for six credits in the summer.
Students must be registered for nine credits in the fall and spring.

April 2010

Office of Finance
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ODURF USE ONLY ODURF USE ONLY
OLD POMINION UNIVERSITY RESEARCH FOUNDATION - HR {Changes)
Payroll Authorization Form (108)
Revisod Joly I, 3009 GCA GCA
Statws:  [TRegular [ISSRP [JFeculty [JPost Doc Dats Entry Daa
OGrA  OCaswal (Sdenty)  J Tomposary (Non-Student)
PY Verity BY
ODU Stdeut Statny; - LJ Mo 3 ndsrgraduale

PARTE:  PERSONAL (To be completed by EMPLQOYEE) tew unploysns must complots sl required new hie paprrwork BEPORE employouent begin
A: PERSONALDATA

Naroe: UIN#: poB:. /!
Last Fum )
Mailing Address for Checks/Stubs:
o Ciry, fua, 2
Permanent Address:
o Ty, Sawe, Zip
FPhone No.: Dept.: Horue:
Emergency Contact:
Lan L] Patotlenshiy Pms

B. AA/EEO REQUIRED DATA  (For staristical use only; check one in sach section)

GENDER: MARITAL STATUS: VETERAN STATUS: [INo [ Disablod Veteran [} Recently separated fwithin fast 3 yeory)

OMae  OFemale Dsingle [IMamied {J Do not want w identify status  [] Arroed Forces Sarvice Medal [JOther Protecicd Veteran

ETHNIC GROUP: [] Hispanic/Latino [JWhite (Not Hispenic/Latino) (0 Black/African American (Mot Hispanic/Latino)
(Indicatzone) L) Netive Hawaiisn/Pacific Islander (Not Hispanic/Latine) [J) Asian (Not H 500}
O American Indien/Alaskan Nativo (Mot Hispanic/Latino) [ Two or More (Not Hispanic/Latino)
C. lunderstand the executive director or human resources dicecior of the Rescarch Foundation are the ouly peopls with lega) authority to establith my pay, appoint,
ge-appoint, terminate or in uny other way affect my employment status, | agroo and acospt any orsl or wrilten promises by amy other persons are not binding upon
the Research Foundation. 1 understand this form s 0ot an employmsnt eontract Employment may be tervinated st will, with or without canse, either by the

Reszarch Foundation or mysell.
Acknowledged by: Date:
PARTI: JOBINFORMATION (To be completed by P)  [JExempt Annual Salary (/Y ea)
Jab Title Assignment CINon-Exempt Hourly Rate ($/Hour)
Employing Department CIGRA Rate ($). DAcademic Yeor  [JSemester
Average Hours Per Week CiFsculty Rate ($).—— . {1Summer O0verioad (Form required)
= W
: Research Foundstion USE ONLY
PART ITi: PROJECT FUNDING (To be completed by PI) o Py Peyal Pecind
Budget Ao (5) DATES Code Rate %FTE 2 To
Project # For Peried From gamMmivyy)  To gammvyy) rom
A US Citizen YN 1-9 Expires, Tax Resident YN _____
PI Signature e “
L b Pay Change FICA YN E-Veity
Graduste Research Assistant Appolntment- Tuition Exemption
[J Yes (Complete Information Below) [ No Department Pay Class JobID
O university Musters: [J 25% O s0% 0O 75% D 100%
U] 61% (Only for out of stote master s students witk existing )
[ *Research Foundation Masters: [J25% [ 50% [J75% (] 100% | Stodents: Semester__ Credit Houn Degree

[ 61% (Only for out of sicie master's sindents with existing conmoctsy). Regular Employoes:  Life LTD
O University Doctora) - 100% [ *Research Foundation Doctoral-100%
*Must sttath » copy of student Tuitton E-bill for paymsent through the Resasych Facuity rate per period §

Fou
HR / Payroll Notes

expressed s B @ 100% FTE

My signature certifies that this student has been appointed as 8 GRA and is
carolled for the required number of credit bours at Old Dominion University,

¢ Chair
{GRA, Facalty Qverlowd] (T =T
Dean -
{GRA, Faculty Overload) Data  Fhora ¥
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i, OLD DOMINION UNIVERSITY RESEARCH FOUNDATION
PAYROLL AUTHORIZATION FORM (108)

Instruction Sheet
TOP OF FORM
Check Type of Employee: REGULAR, SSRP, FACULTY, POST DOC, GRA, CASUAL (STUDENT), TEMPORARY
(NON- STUDENT)

Check Student Status: YES or NO
If YES, indicate GRADUATE or UNDERGRADUATE (example: Yes, Graduate)

PART X: PERSONAL (Employee Completes)
A: PERSONAL DATA - Complete for each transaction
B: AA/EEQ REQUIRED DATA ~ Complete for each transaction
C: CERTIFICATION / EMPLOYEE SIGNATURE - Complete for each transaction

PART H: JOB INFORMATION (PI Completes)
PI completes Job Title, Employing Department, and Average Hours per week.

Check one pay status (Exempt, Annval, Non-Exempt Hourly Rate, GRA Rate, or Faculty Rate)
Enter the appropriate corregponding pay amount as follows:
Exempt Annual Salary (j.e. $25,000 per year)
Non-Exempt Hourly Rate {i.e. $8.50 per hour)
GRA Rate (i.c. $10,000 per academic year, or $5,000 per semester)
*Faculty Rate (j.e. $12,500 - Summer, or $5,000 - Overload)
*NOTE: Facnlty overioad requires additional *Facully Supplemental Compensation Authorization Form”

PART HIL. PROJECT FUNDING (FI Completes)
Enter Project Number, Budget Amount for Period (), and Date Range (MM/DD/YY). Budget Amount for Period ($) is the

amount required for base pay for the range of dates specified.
UP TO FOUR SEPARATE PROJECTS OR TIME PERIODS MAY BE INCLUDED ON ONE FORM

Signatures: P1 Signature required for all transactions
Department Chair Signature required for GRA and Faculty Overload
Dean Signature required for GRA and Faculty Overload

GRADUATE RESEARCH ASSISTANT APPOINTMENT (Department completes)

Signature of Depariment Chair and Dean certifies this student has been appointed as a GRA and is eligible for tuition
exemption if awarded. _

Indicate if there is a Tuition Exemption [J Yes (] No. Ifyes, completed information on sources and amount by checking
appropriate information below:

[ University Masters:  [125% [ 50% [J75% [ 100% [} 6196 (Only for out of state master's students with existing

contracis.}
[J *Research Foundation Masters: [125% [350% [J75% [100% [3 61% (Oniy for out of state master's students
with existing contracts.}
T University Doctoral- 100% O *Research Foundation Doctoral-100%

*Must attach a copy of student tuition E-bil} for payment through the Research Foundation.

REQUEST FOR OVERLOAD PAYMENTS

All requests require submission of signed Supplemental Compensation Authorization Form, in addition 10 “108 Payroll
Authorization Form.” Use “Faculty Supplemental Compensation Authorizetion Form” or ** Non-Faculty Supplemental
Compensation Authorization Form™,

Faculty Overload Required Signatures: Department Chair Signature
Dean Signature

GCA Signature
Executive Director Signature

Regular Statug Required Signatures: Principal Investigator Signature
GCA Signature

Student Stetus Required Signatures: Principal Investigator Signature  (Casual / Temporary / GRA)
Department Chair Signature (GRA)
Dean Signature (GRA)
GCA Signature (Casual / Temporary / GRA)
Revised hiy 3, 2000
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{Revised to Reflect Grads)
(Summer/Fall E-1S Dates)
14/

ENDING MARCH 31, 2010

OLD DOMINION UNIVERSITY - PAYROLL SCHEDULE (Revised April 2010)
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Sample Tuition Waiver Memo to

Annette Hurdle, Office of Finance
April 12,2010
TO: Annette Hurdle
Cashiering Supervisor, Office of Finance
CC; Debra May, Hope Bolden, Barbara Boyd
Offices of Financial Aid and Finance
FROM: Sender’s Name
Dean’s Office

SUBJECT: 61% Master's Level Graduate Tuition Exemptions, Spring Semester 200920

The following students are eligible for a 61% master’s level graduate tuition exemption for the
semester listed above. These students are enrolled for a minimum of 9 graduate credit hours.

Name UIN

John Smith 00123456
Jane Smith 00123457
Michael Smith 00123458

If you have any questions, please let me know.

[NOTE: This information can be submitted electronically as an e-mail.]
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Sample CANCELLATION Tuition Waiver Memo to

Annette Hurdle, Office of Finance
April 12,2010
TO: Annette Hurdle
Cashiering Supervisor, Office of Finance
CcC: Debra May, Hope Bolden, Barbara Boyd
Offices of Financial Aid and Finance
FROM: Sender’s Name
Dean’s Office

SUBJECT: CANCELLATION - Master's Level Graduate Tuition Exemptions, Spring
Semester 200920

The following students are no longer eligible for the tuition exemption for the semester listed
above. The reason they are no longer eligible appears beside the studeat’s name. These students
are responsible for any charges posted to their student accounts for the semester noted.

Name UIN Reason
John Smith 00123456  No longer enrolled in min. graduate credit hours
Jane Smith 00123457  Resigned from assistantship

Please contact me at 3-6411, if you have any questions.

[NOTE: This information can be submitted electronically as an e-mail.}
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Sample Fellowship Award Letter to
Debra May, Office of Financial Aid

April 12,2010

TO: Debra May

Office of Financial Aid
FROM: Sender’s Name

Dean's Office

SUBJECT: Graduate Financial Aid Fellowship Award (F612)

The following students have been awarded a Fellowship for the 2010-11 Fall (201010) semester.
These funds should be disbursed upon registration in one lump sum.

John Smith $7,500 (DF/F612)
UIN# 00123456

123 Main Street

Norfolk, VA 23529

Jane Smith $7,500 (DF/¥612)
UIN# 00123457

123 Main Street

Norfolk, VA 23529

If you have any questions, please let me know.
Attachments

[NOTE: This information can be submitted electronically as an e-mail.]
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OFFICIAL AWARD NOTIFICATION MEMO

To: Sharon D. Mason, Asst Scholarship Coordinator
From:
Date:
Re: Scholarship Recipients
Please award the scholarship to the following
student(s):
NAME UIN AMOUNT
1.
2.
3.
4,
S.
Alternates listed in rank order:
NAME UIN/SSN
1.
2.
3.
4.
5.
6.
7.
8.
Committee Chair Signature
Title/Department
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Financial Awards for
Graduate Students

Financisl awards are determined by the graduate program and college dean
following the policies and guidelines described below. For specific
qualifications, conditions, amounts, length and types of wwards, contact the
appropriste graduate program director.

Graduate Assistantships

A. Nature of the Graduate Assistantship

The pradusts agsistumt i3 expected to participate dircctly in either
instructions], research, or sdmipistrative duties in support of the ongoing
sctivities of the University*s academic, research, and service units.

it is the University’s inteotion to make the assistantship an integral and
veluable pan of the student’s graduate education. It should be viewed as an
apprenticeship in teaching, research, or administrative service,

B. Categories of Graduate Assistants

L Graduate Teaching Assistant (GTA) - participates directly in
teaching activities, such as the teaching of a course or holds
responsibility for a laborstory section, or is sssigned to specific
instructional cuppost or celated activities, The University
recognizes two levels of graduste teaching assistant respoosibilities
and activities, i.e., the Instructor Level GTA and the Assisisnt
Lavel GTA.

¢  GTA Instructors dircctly commmunicate and interact
with students in ways that jead to the couveyance of
knowledge or £hills required to successfully complete
the course. Included in this categery are graduate
students who serve as instructors, Isboratory
supesvisars, recitation Jeaders and bytors.

+  GTA Astistants do not directly instruct students in the
knowledge or skills imparted by the laboratory
expevience, instead, TA Assistenis serve as graders,
help the instnictor research articles and materisls to be
uted by the instructor in preparing lectures or handouts,
or as laborstory assistants who prepars cquipment
solutions, etc.

2. Craduste Kescarch Assigtant (GRA) - pasticipates directly In
research or support activitics conducted by facaully members or
sdministrators, There are three sources of funding for GRAs: those
funded through Commonwealth sources, those funded by locad
funds, and those whose stipends are paid by the Old Dominios
University Rescarch Foundation (ODURF) from gmots and
contracts,

live Assistan
the support of the sctivities of & Uni
student services or athletics),

AA) - pacticipates diroctly in
administrative unit (e.g.

C. Graduate Teaching Assistant Instructor Institute
(GTAI Institute) Requirement

I. All GTA-Instructors will be required to pass the GTAI lnstitute in
order to receive 3 GTA stipend.  GTA Assistents are not required
to pass the GTAJ Institute but must be approved and supervised by
the fasulty instructor. The Office of Graduate Studies
will keep recards of the students who have completed the Institute
and will ioform the appropriste depariments of & particular
student’s eligibility for 1 Teaching Instructor assignment.

2. The Institute is offered twice a year during the week before fail and
spring classes begin, All graduate assistants, incleding those who
have research and/or other non-instructional assignments, arc
encournged to participate in the Jostitute in snticipation of future
\eaching assignments, Departments are encouraged to develop
their own programs for training graduate teaching assistants. Such
programs should be tailored to the specific neads of the discipline
and departmeat policies,

48 OLD DOMINION UNIVERSITY

D. Application

Applioaﬁonfmhmmmummpnipmdsmidbymc
University {(GTAs, GRA3, ad GAAs) arc available the Office of
Admissions or from the University's web page. The completed form, logether
with a brief essay by the applicant discussing scademic interests and carcer
objectives, must be submitted to the sppropriate graduste program director o
office making tbe sppointment, s3 soom as possible for fullest consideration.
AppBcations for GRA pesitions finded through ODURF are mads through the
faculty member who it principal investigator, the department chair, o
graduats program director,

E. Bligibitity

1. Only students admitted to graduste degree programs in reguler o
provisional status on the basis of complets and fully evalusied
credentisls and in good scademic standing are cligible for
appointment 1 & graduste sssistaniship. Additional eriteria apply for
appointment a3 a gradusie tesching assistsnt (GTA) (see section on
appointments).

2. All stodeoty appointed 10 a graduate assistentship wre required W
verify their identity and employmeni cligibility and complets an 1-9
Form, according to University procedures, prior to commencing their
duties. This requirement is established in order o comply with be
Immigraticos Reform snd Contral Act of 1986. Students are aiso
required to complete the Child Support Disclosure and Authorization
Form, the Commonwealth of Virginia's Policy oo Aleohol and Other
Drugs Form, ODU Use of the Imtzmet and Electrenic
Communicaticn Systems Certificate Form, and the Commonwealth
of Virginia Selective Service Form, and the Employee Payroll Direct
Deposit Avthorization Form.

3. Stdents who are not in good scademic standing are ineligible tw
hold an assistantship. Assistantsbip sppointments will be
terminated for any stadect whose GPA Is less than 3.0,

F. Enrollment Requirements

There are two categories of earollment requircruents:

). Assistantship recipients wha are supported by
University/Commonwealth funds are required to be enrolled
each fa)l and spring semesters of their appointment and must
register for and complete & minimum of plne hours of
graduste course work pee semester and ghiree hours in the

summer.

2. Assistntship recipients who are supported by other funding
sources are required 10 be eorolled esch fall and spring
semesters of their appointment and must register for and
complete a minimum of gx hours of graduste covse work
per semester and thres hours in the summer.

AD doctoral studeots (regardless of their funding source) who bave
wuccessfully advanced to capdidacy and only need to complets the dissertation
must register for at lsast ong bour of graduate credit 10 be oligible for full
tuition exemption, Graduate Form 28 (1-Hour ABD Notification for Graduate
Assistants) must be oompleted and sent with the B-1S payroll form 1 the
Office of Graduate Studies. This must not be construed 10 mwean a change in
the degree requirements in order to graduste. Students are 3till required to
corplete all of the credit hours as listed in the individua) department sections
necessary for the degree. Undergraduate prerequisite courses and cources
taken for sudit are not normally couvted towsrd the enrollment requirement,
except upon the recommendation of the program director, department/school
chair, and the dean of the appropriste acadeusic college and the approval of
the vice provost for graduste studies,

s Gradosts sssistants notmally may uot earoll for more than
pine credit hours pet semester, Enroliment for 10 to 12 credit
bours requires the approval of the appropriste program
director. No graduate assistant will be pormitted to enroll for
more thap 12 credit hours in aty semester an appointment is
beld.

¢ The Boand of Visitors has suthorized the president or his or
ber designee, the vics provast for graduste stdies, to
consider walvers related to the minimum carollment
requirements specified above.

33



G. Appointment Process
1. Assistantships in Departmenty/Schosls

The dean or other appropriate administrator ootifies e individual
departments/schools or units of their allocation of assistantships for the
coming year.

a The department/school recomumends candidates for  the
assistantships 1o the sppropriate academic dean. Candidates chould
be imterviewed before final recommendations sre made for
sppointment, Particolar care should be taken in the consideration
of applicants to datermine the of scademic preparation
104 language skills. A completed E-1S fomn or ODURF Form 108
for all graduste asvisant zppoimments will accompany the
candidste’s nomination 1o the dean or sdministrator. All completed
E-1S forms with awsrd letters, scceptance forms and job
descriptions we to be sent to the Office of Graduste Studies for
processing. ODURF 108 forms are o be sent to the Old Dominion
University Research Foundation. Prior to submission of a
nominaticn, the departmentischool should determing whether the
student bas been nominated for or sccepted ancther graduate
assistantsbip,

b Nominations arc reviewed and approved by the deau of the
academic college or his/her designos to insure that applicants meet
the oligibility criteria for appoiotment, such as admission 1o &
degrec progrwm, English language proficiency requiremests, good
scademic standing, and curcllment, and that the appointment iy in
compliance with applicsbic University and college policy.

c. Applicants for GTA appointiments must demonstrate written snd
oral fluency in the English language. For internstional students, &
good command of written Eoglish will be evidenced by acceptable
TOEFL zcores and required entrance cssays. Onl proficiency in
English will be determined through the SPEAK test administered
by Old Dominion University’s English Languige Center
personnel. A passing score on the SPEAK test is 50. Students who
marginally fail the SPEAK test with a score of 45 will be offered
the opportunity 19 participate in a re-test az a part of the GTAI
Institute to determine if face-to-face communication is sufficient
for holding » teaching assistantship.

2. Aslstantships in Non-Departmentsl Units

a Each non-departmental umit, ¢.g., Cercer Management Center,
Atbletics, Registrae, submits to the Office of Graduste Studies 2
position description for each Graduate Administrative Assistant
(QAA) position available withip their unit, Along with the position
description the unit will provide a list of those graduate programs
in which students bave or are proposed to have tbe interest and
skills required. The position mmst require and provide an
scademically and programmatically appropeiste level of
intellectunl znd professionsl activity. The Vice Provost for
Graduste Studies and Regearch will coordinate & review of the
position descriptions by the appropriste departmeni(s), If the
position description is approved, the department chalr and graduate
progrm director will coordipate with the oon-departmental unit
the selection of academically qualified and bighly ranked students
from their current or to-be recruited students. The
appointment of the (JAA is made jointly by the academic and non.
departmenta) administrative

b Duammonof&enumberandﬁatvdlhﬂuyofﬁmdsmbe
dove a8 early at possible in order 1o facilitate offering these GAA
positions o the top runked spplicants/students in the appropriste
graduate programs. As part of the Dec-Jan budget submission
process, non-departmental units roust bt & justification for
continued and increased support of GAAs, ie., stipends and tuition
waiver, The Qffice of Graduate Studies will uotify the appropriste
graduate program directors of the number of anticipsted GAA
positions that can be offered to highly recruited applicants for the
upcoming and FA, SP, and SU edmission cycles. All GAA swards
funded by non-academic units will be processed by the Office of
Graduaie Studies.

< Each somester, the GAA’s immedists, noo-departmental
supervisor willl wduamlhopmmmceofthemdmmdmn
recommendations for continusnce or terminstion. This written
evaluation wil} be reviewed by the graduate studant and hisher
GPD or scademic advisor and s final set of recornmmendations made
regarding continued awarding of the assistantsbip.

H. Appeintment Workload

Graduate assistantships require 20 houss per week of sorvice and are
gﬂmnynndaﬁtapedodofmwdmyurmmlnimm&
performance period. For 2 GTA (jnstructors and administrative assistants), the
wm'klodlhouldmcludcmmﬂunshhmnofdmludlmgu
pine contact bours of laboratory supervision per semester, plus normel
Pprepacation time.

Nomiznations should be submitted at least 30 days before the semegter of
employment in order 10 assure adequate time for procesting., A graduate
sssistant fondad through a grant or contract sy be appointed for shorter
periods if required by the conditions of the grant or coptract.

An assistantship workload {20 hours per week) may be divided betwees
teaching and research duties with the approval of the dean of the appeopriate
academic college. A gradunts sssistent appointment may be reoewed upon
nominttion, review of qualifications, and satisfactory previous performance,

L. Additional Employment

Pull-time (20 hours por week) graduate assistants are not permitted to
acospt additions] on-campus cmployment during the pesiod of thelt
assinsniship. In pasticuler, gradustie assistants (graduste teaching assistants,
graduste research assistants, and graduste administrative assistants) may not
bwdprﬁ-&umehmwo&uumemplwmulfoﬂhe%imq
in addition 10 their normal responsibilities. Exceptions to this policy may only
be made under uousual circumstances and only with the approvat of the dean
of the appropriate collegt of equivalent admisistrator upon ths written
recommendation of the gradusts program director and the department/school
chair. Any outside employment (i.c. off-canspus) should be undertaken with
caution and in consultation with the GPD. T should in oo way edversely
affect scademic performanee or assistantship duties and responsibilities.
Informatico on employment guidelines that are specific to iniemational
srudents may be obtained in the Office of jutemational Student and Scholar
Services,

J. Evaluation and Monitoring

All graduate assistants shall be provided with a written job descriplion of
their responsibilities, and be evaluated st least once by their supervisor (3}
during the period of the award, preferably before the end of the first semester
of service is completed. The evaluation shall be diccusted with the astistant
o & copy forwarded to the sppropriste graduate program disector, chair, snd
vics provost of graduate studies.

K. Termination

A grsduste assistantship normally cods whea the period of appointment is
concluded and the tery of the assistaniship agreement are fulfilled
Otherwise, 3 gradunis asyistant may be tesminated for the following reasons:

1. Resignation by the student Retignation shall be in writing to the
supervisor with a copy to the appropriste department chair,
program  director, and zcademic desn or  equivalent
admigistrator.

2. Failure of the student to perform bis or her assigned dutiey
adequaiely. Temmination must be recommended by the student’s
supervuormd-ppwvedbythedquunmchnr.mdnm
program director, snd the appropriste scademic dean or
equivalent administrator.

3. Failure of the student to remain in good academic standiog in
nmdanoew:lhthem«nummulm

4. Failure of the stadent to maintain enrcllment in the requisite
number of graduate credits.

5. Expiration of s grant or conttwet that funds the student's stipend.
» Any overpayment must be reimbursed 10 the Usniversity by

the student as soon as possible after termination. Feilure to
repay the amount owed may result in legal actiou against the
student for recovery.

» If s student resigns from an assistaniship or is erminated for
reasons oiber than the completion of the appointment or
expiration of the funding contract, the department chair or
graduate program director should ootify the appropriste
academjc dean or administrator a3 s00D 23 possible aod
npominate & replacement if neceasary.

» A student who believes that bo or she may have beea unjustly
terminsted roay appeal ihe decision. First, the student should
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meet with the sopervisor, gradoata program director, and
dopariment chair to & effort to resolve the sitation. If this
effort fuils, the stadent mmay make sn sppeal In writing o the
dean or administrator of the appropriste academic college. If
the mstier is pot resolved, it will be ceferred to the vice
provest of graduate studies whe will automatically refer the
matter to the Graduste Appeals Committse for review, The
committee will make its recommendation to the viee provost
of graduate studies whe then makes the final decision.

L. Grievance Procedure

Should a graduate assistant believe that hisher assigned duties andfor the
workload required to fulfil} these duties do not conform 1o university graduate
catalog policies, he/she should first sttempl to reconcils the grievance with
his/her academic/monacademic immediate supervisor. If the grievance is oot
resolved, the graduste assistant will ask hisher gracuste program dirsctor
(GPD) 1o mediste the grievance betwoen bimvher and the immediste

. If the GPD is the stadent's immodiate supervisor, tbe GPD
chait/desn’s designee will atiemnpt to mediate, If the chair iy the sudent’s
supervisor, tho GPFD shall refer the case directly to the dean or the dexn's
designee, If this counse of action does not resolve the grievance, the
GPWchaivdean’s designes will seek mediation with the supervisor of the
stadent’s immediste isor. If & resolution cannot be achieved, the
chair/dsan’s designes will appoint an ad hoc committes comprised of two
senior faculty members from the stadeot's department and one senior faculty
member from another department.  If the student’s assistantship is a non-
scedemic unit, the third member will be & senior level administrator from the
nopscademic unit. Should the committes not resolve the grievance, it will be
referved 4o the dean of the student’s college for a final decision. For matters
involving sexua) harassment and/or discrimination, pleate see the “Sexual
Haragsment Policy ané¢ Procedures® or the “Discrimination Compleint
Procedure” in this catalog.

M. Recognition of Graduate Teaching Assistant
Performance.

Each academic year, mgmhuuuuhin;uaimuwmbemm
for their outstanding performance as & classroom o
Recipients of the Outstanding Teaching Assistant Avards will reccive a
$1,000 financial awerd to be used 1o support their educational expenses. A
request for nominstions and criteria is distributed by the Office of Graduste
Studies,

Graduate Fellowships

Fellowships are awards granted for scholastic achievernent and promise.
Their objective is to enable full-time students to pursue graduste studics and
research leading to advanced degrees without requiring them to render sny
service, Part-time and/or nondegree stadenis arc not eligible. Fellows are
responsible for payment of their wition, in- or out-of-state, as applicable.
University fefllows are chosen by their grduate prograns and are supervised
by their colloges. Applicants sbould indicate their intent t0 apply for a
fellowship when applying for admirsion, Letters of recommendation, current
trenscripts, and any additional evidence of schalastio achievement that would
assist in sn evaluation of the student should be on file in the Admissions
Office.

Dissertation Doctoral Fellowships for graduate students aro available to
full-time students for the pursuit of graduste studies and rescarch leading to
the doctorate, with no requirements (o render service. These awands currently
carry a stipend of $15,000.

Tuition Grants

Tuition grante may be offered 1o full-time regular or provisional degree-
seeking graduate studcnts. Pm—ﬁmcmiﬁonymtsmtyllmbewﬁhblefol
Virginia residents. Applicants should indicats their desire 10 apply for mition
granty when spplying for admission, Studemts holding tuition grapls who
withdraw from courses will be held personally lable for ropayment of funds
utilized. Students recaiving tuition grants pust be registered for pine graduste
credits each semester and gix in the summer.
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Tuition Waivers

QOraduats students who mmardedlfellowxhp«whomglmu
gradustc assistants may receive partial 1o full tuidoo sstistance. on
a3 to whether s student recejves partial or full wition is made by the students’

20sdemie program.

Minimum Stipend Levels

hwmplmwuhkdﬂﬂgﬂdeﬁnutpmwmdmmmwa
minimum of $3,200 in assistaniship or fellowship support for the fall and
spring semesters and & minimuen of $2,500 during the surmer,
Supplements to the minimum stipend amoumt can be made based upon e
availebility of fonds and upon spproval of the approprisie dean snd the
funding agency. The stipend is considered to be txable income sinca it is
payment for services.

Return of Tuition Assistance

A stodent who completes leas than balf of the sasistantship or fellowship
mnmtwnkmumwmnhmwmmawdw
the university. Al graduste sssistnty st comply with the appropriate
earollment requirements as outiined in the Enrollmeat Reguirement sectico of
this catalog.
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Contact Information

E-18 Processing
= Arlinda McGruder, Office of Finance, amcgrude@odu.edu, 757-683-5271
" Brenda Blount, Office of Finance, bblount@odu.edu, 757-683-5399

Fellowships
® Debra May, Office of Financial Aid, dmay(@odu.edu, 757-683-6849

Tuition Waivers/Exemptions
* Annette Hurdle, Office of Finance, ahurdle@odu.edu, 757-683-4910

Scholarships
» Sharon Mason, Office of Financial Aid, smason@odu.edu, 757-683-4822
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