GRADUATE RESEARCH ASSISTANTS

INTRODUCTION

The University’s Graduate School administers the Graduate Teaching Assistant, Graduate Research Assistant and Graduate Student Assistant program for the University.  Only those departments having an established graduate degree program may appoint Graduate Assistants.  Assistantships provide graduate students an opportunity to gain additional experience through teaching, research, or other academically related activities.  Only Graduate Research Assistants are appointed in the School of Medicine. 

GENERAL FUND-SUPPORTED GRADUATE RESEARCH ASSISTANTS

Graduate Research Assistant positions, supported by general funds monitored by the Dean's Office, are 12-month assignments.  The number of positions available to the School of Medicine is allocated by the Provost and Senior Vice President for Academic Affairs.
In order to be eligible for a general fund-supported Graduate Research Assistant appointment, the student must be admitted to a Ph.D. program in the School of Medicine.  In addition, the student MUST BE REGISTERED for a minimum of ten (10) graduate credits for the Fall and Winter semesters and a minimum of two (2) graduate credit in the Spring/Summer semester.

NOTE:  Official University policy requires eight (8) credits per term for the Fall and Winter Semesters to maintain full-time status for a graduate student.  A graduate student is considered full-time during the Spring/Summer if he/she is enrolled for two or more credit hours.

GRANT-FUNDED GRADUATE RESEARCH ASSISTANTS

GRA positions supported totally by research grant funds that pay for the salary, health insurance, vision and tuition are known as subsidy conditioned appointments.  This means the appointment is limited to the period stated in the letter of offer and terminates when the subsidy ceases.  GRA appointments require enrollment in a graduate degree program (Master's or Ph.D.) and also require a student to be registered for a minimum of six (6) graduate credits in the Fall and Winter semesters and a minimum of two (2) graduate credit in the Spring/Summer semester.  GRAs not enrolled in classes during the summer MUST request a waiver from the Graduate School.

DETERMINING SALARY SCALE

Salary rates for general-fund supported Graduate Research Assistants in the School of Medicine are established annually by the Assistant Dean for Graduate Programs and the Graduate Committee of the School of Medicine and are subject to approval by the Board of Governors.  Salaries for GRAs must conform to the ranges established by the Provost and Senior Vice President for Academic Affairs and approved by the Board of Governors.  In general, all Graduate Research Assistants salaries should be comparable.  Salary rates for 2010-2011 are as follows: 






*$41,574/$20,787 Ph.D. Applicant 






*$43,574/$21,787 Ph.D. Candidate
GRA APPOINTMENTS

When the Department elects to hire new GRAs, the appointment documents must be prepared and submitted to the School of Medicine Human Resources Office.  A checklist and steps for the GRA appointment procedures are attached.  A completed Appointment EPAF packet includes:  

1.  NEWPOS – completed in Pipeline
2.  Dated Letter of Offer signed by the Chair and the candidate 
3.  Personnel/Payroll Forms:

Medical Plan Activity Form (one of six choices)

Includes Dental and Vision columns 

Tax Forms (federal, state, and city)

Employee Data Form (Web Form)

Veterans Form
4.  Council of Graduate Schools Resolution

5.  Certificate of Relevancy

6.  *Work Authorization Request Form (where applicable)

GRA assignments are half time (FTE = 0.5), and the appointee may not have another assignment concurrent with the GRA assignment.  Any exception to this policy must have PRIOR approval in writing from the Dean of the Graduate School. 

For all new Graduate Research Assistant appointments please include information regarding the candidate’s work responsibilities in the comment section of NEWPOS.  Graduate Research Assistants are not allowed to teach.

*EMPLOYMENT ELIGIBILITY VERIFICATION

Employees must complete Section I of the employment eligibility verification via I-9 Express (http://www.newi9.com/) prior to the date of hire in compliance with the Immigration Reform and Control Act of 1986.  There will be no retroactivity of appointments prior to verification of employment eligibility.

*U.S. citizens, permanent residents and non-resident aliens must finalize the I-9 verification process by appearing in person with the appropriate original documents at the School of Medicine Human Resources Office located in room 154 Lande on or before the date of hire. 
NON-RESIDENT ALIENS

Non-resident aliens are eligible to be appointed as GRAs.  Work Authorization clearance must be verified before the appointment can be implemented.  It is necessary for the individual to apply for a Social Security number in order to avoid delays in receiving a paycheck.  If the OISS process has not been completed prior to the effective date of the appointment/renewal, the EPAF will be returned to the department.

ACCEPTANCE OF MULTIPLE OFFERS 

The Council of Graduate Schools has adopted a resolution that requires that a graduate student who accepts an offer prior to April 15 must resign the first position before accepting another offer.  If the second offer is accepted after April 15, the student must obtain a written release from the first institution before accepting the offer from the second institution.  Please include a copy of the resolution with every appointment packet for your graduate students.

CERTIFICATE OF RELEVANCY FOR GRADUATE RESEARCH ASSISTANTS

The Graduate School has asked that a Certificate of Relevancy be completed and signed by the newly appointed or renewed Graduate Research Assistant, the direct supervisor, and the graduate advisor.  
The School of Medicine Human Resources Office will not process GRA appointments or renewals without a signed Certificate of Relevancy.

APPOINTMENT CHECKLIST FOR GRADUATE RESEARCH ASSISTANTS

(Revised March 8, 2011)

NAME ________________________________ *E-Class U2/Graduate Research Assistant/ U2003
DEPARTMENT ____________________________
EFFECTIVE DATE ____________________

_____
EPAF NEW-POS
_____
Letter of Offer with the candidate’s signature (original)



_____
Medical/Dental/Vision Form http://www.hr.wayne.edu/tcw/pdfs/medplan.pdf

_____
Tax Cards (federal, state & city)  http://www.irs.gov/pub/irs-pdf/fw4.pdf 

http://www.michigan.gov/documents/mw4f_76761_7.pdf

http://www.optechus.com/PDF/City%20of%20Detroit%20Withholding%20Forms.pdf
_____
Employee Data form http://hrms.wayne.edu/hrms/empdata.htm 

_____
Veterans Form  http://www.oeo.wayne.edu/pdfs/vets_2008_3_revised.pdf 
_____ Council of Graduate Schools Resolution http://www.cgsnet.org/portals/0/pdf/CGSResolutionMarch2008.pdf
_____
Certificate of Relevancy for Graduate Research Assistants (original) 


http://www.med.wayne.edu/humanresources/nonacademic/textdocs/graduate/certificaterevelancy.pdf
EMPLOYMENT ELIGIBILITY:

_____
* Employees must complete Section I of the employment eligibility verification via I-9 Express (http://www.newi9.com/) prior to the date of hire.  *U.S. citizens, permanent residents and non-resident aliens must finalize the I-9 verification process by appearing in person with the appropriate ORIGINAL documents at the School of Medicine Human Resources Office located in room 154 Lande on or before the date of hire.  (PROVIDE the email approval copy of the Work Authorization Request Form where applicable)
A COMPLETED COPY OF THE APPOINTMENT CHECKLIST MUST ACCOMPANY EACH PACKET!!!
*Submitted by: ______________________________________________________________________
APPOINTING A GRADUATE RESEARCH ASSISTANT

The deadline for submission of appointment documents is established by the School of Medicine Human Resources Office for the Fall semester.  All appointments not beginning with the Fall semester must provide 3-4 weeks lead time.  This time schedule is based on the receipt of a COMPLETE and CORRECT appointment packet from the department.

 1.
Department selects candidate, reviews admission requirements, etc.

 2.
Department obtains candidate's signature on letter of offer and completed personnel/payroll forms.

 3.
*Candidate must complete Section I of the employment eligibility verification via I-9 Express (http://www.newi9.com/) PRIOR to the effective date of the appointment.  U.S. citizens, permanent residents and non-resident aliens must finalize the I-9 verification process by appearing in person with the appropriate ORIGINAL documents at the School of Medicine Human Resources Office located in room 154 Lande on or before the date of hire.  (PROVIDE the email approval copy of the Work Authorization Request Form where applicable).

4.
Department submits EPAF NEW-POS via pipeline, signed and dated letter of offer, completed personnel and payroll forms, COGS resolution, and Certificate of Relevancy to the School of Medicine Human Resources Office.  Budget approval from the School of Medicine Associate Dean for Graduate Programs should be in place prior to submission of documents to Human Resources.
 5.
School of Medicine Human Resources Office reviews EPAF and accompanying documents for completeness and accuracy.  

 6.
School of Medicine Human Resources will serve as the final approvers and scan all accompanying documents for all EPAF transactions.
 7.
I-9 certification is verified BEFORE a candidate is actually placed on the University payroll.

 8.
The individual is placed on the University payroll.

 9.
Department reviews Banner for accuracy of data and verifies first check for correct payment to employee.  Problems or discrepancies should be addressed immediately with the School of Medicine Human Resources Office. 
WAYNE STATE UNIVERSITY

STANDARD APPOINTMENT LETTER OF OFFER

GRADUATE RESEARCH ASSISTANTS

Revised 2011
(Date letter after all University signatures are obtained but PRIOR to sending to candidates for signature.) 

Name

City/State

PREPARATION NOTE: Complete the blanks and select from the bracketed  [ ] items; any substantive changes must be highlighted on a special copy and called to the Dean's attention when the letter is presented for review/consideration.

Dear ________________:

On behalf of the School of Medicine and the Department of_____________________, [we are pleased to offer you an appointment as a Graduate Research Assistant for the [20 __-__ academic year] [Fall, Winter and Spring/Summer Semesters of the 20__-__ academic year]; the term of the appointment is to begin on or about __-__-__ (depending upon when all pre-employment conditions are satisfied) and extend through __-__-__.  Your compensation will be $_____ (enter salary figure not total value of award.  This figure should be identical to the figure entered as "Compensation" on page one of the Award Agreement) per 12-month year [for the period indicated]. Additional benefits and conditions of your award are outlined in the Award Agreement enclosed with this letter.  Your appointment classification is contingent upon the specific nature of your assignment.  Modifications to your assignment may result in a change in your classification.  If such a change occurs, it will not reduce your compensation or your fringe benefits.

This offer is a clear indication of the confidence your department and the School have in your academic ability and is made in recognition of your accomplishments and potential.  If, as we hope, you find this offer to be satisfactory as presented, would you please indicate your acceptance by signing, dating and returning the original and two copies (enclosed) of this letter and the Award Agreement.  An additional copy of each document is enclosed for your file.  An offer for which a signed acceptance is not received within ____ days (for international students, allow enough time to receive and return documents) of the date tendered is rescinded and becomes null and void.  Should you wish to decline this offer, please write the [Department Chairperson] [Graduate Officer] immediately so that the position might be offered to another candidate.

We look forward to your favorable response which should be returned directly to the [Department Chairperson] [attention of ____________]. 

Sincerely yours,

_______________________________



________________________________

[Principal Investigator]





Chairperson  (Type in Name)

(Required only in the case of external funding)

Enclosures 

I accept the terms and conditions of this offer.

_______________________________________________

Candidate  (Type in Name)



Date

[pc: Office of International Students and Scholars (OISS) (only if applicable)]

WAYNE STATE UNIVERSITY

AWARD AGREEMENT
 Preparation notes: Bracketed items are for your information only and should be deleted when you are tailoring the Award Agreement for each appointment.  The first page of the Award Agreement should be printed on letterhead just as your letter of offer is.  Please center WAYNE STATE UNIVERSITY and AWARD AGREEMENT at the top of the first page.  Format the finished product so that signatures immediately follow the last item and are not left dangling alone on the last page.  Also, please "pc" Office of International Students and Scholars only for appointments for assistants on visas.

As a Graduate Research Assistant, you will be eligible for inclusion in the University's medical insurance program, which includes a provision for vision care insurance, and in the Delta Dental Preferred Option Plan for Wayne State University Graduate Assistants Program. If you are already covered by a medical insurance program, you may be eligible for an option which provides cash in lieu of medical insurance coverage. Additional information regarding your benefits can be found by visiting the WSU Total Compensation and Wellness website at:  www.hr.wayne.edu/tcw/benefits/. This offer also includes a scholarship covering up to ten graduate credits of tuition for each semester of your appointment during the [2011-12 academic year] [Fall Semester 2011] [Winter Semester 2012] [____ 2011, ____2012 and ____2012 Semesters] [Fall and Winter Semesters 2011 and two graduate credits] for the Spring/Summer Semester 2012]. 

Compensation for 12-month period [________Semester 20__]

$__________

Medical Insurance ([12 mos.] [one semester]




  __________ 
        *4,177.00
Dental Insurance (Use only for appointments)




  __________             205.00
Vision Care Insurance 






             __________

 25.00
Tuition [10 graduate completed credits per semester]




        
    *11,259.00 R
[10 graduate completed credits for each of the Fall 




                * 23,395.00 N
and Winter 2011-12 semesters and [two] graduate  







credits for Spring/Summer 2012]
*Tuition Rates will change June 2011


(FOR BONUS RECIPIENTS ONLY)
Dean’s Enhancement







         

       2,000.00





Estimated Value of Award

          $___________

[If your assistantship performance and academic progress [within this department] are satisfactory during this year, we will provide you with an additional ____ year(s) of support.]   [Renewal of appointment is not automatic and depends upon the availability of assistantship positions within our department.]

In anticipation of your affirmative response, we are enclosing certain personnel forms (Employee Data Form, insurance forms, tax cards, etc.), which should be completed and returned with your acceptance.  This will facilitate the timely processing of your assistantship appointment and related benefits.  The effective date of your appointment will be contingent upon the completion of the pre-employment forms.

Graduate Research Assistant awards are granted and continued through the duration of the appointment based on satisfactory academic progress within the department of ________ and contingent upon the conditions outlined below. Your complete academic record and degree status will be reviewed by the Dean of the Graduate School prior to the starting date to ensure that the appointment requirements have been met.

Specifically, it is required that during each semester of your appointment, you:

1.
[satisfactorily complete a minimum of [ten] [__] credits of graduate course work or research that contribute directly to the satisfaction of degree requirements during each semester of the academic year and a minimum of [two] graduate credits during the spring/summer semester.]  Please note that although a minimum of six graduate credits during each semester of the academic year and one graduate credit during the spring/summer semester is required for the assistantship, official University policy defines eight credits as full time for a graduate student.  You may enroll for no more than twelve credits each semester. [Since your tuition scholarship will pay for a maximum of ten graduate credits per semester, enrollment for twelve credits will require that you pay the assessment for the additional two credit hours.] [Since your tuition scholarship will pay for a maximum of ten graduate credits each semester of the academic year and [two] graduate credits] for the spring/summer semester, you will be responsible for paying the assessment for credits above that provided by the scholarship.]

2.
maintain at least a [3.0] [___] grade point average.

3. provide approximately twenty hours of satisfactory service per week over the course of a semester for this half-time appointment.  Service activities may include assisting members of the faculty with their individual or collaborative research efforts.









In addition, please note the following conditions.

[PREPARATION NOTE: Renumber the following as appropriate.]
1.
[Use only if the candidate has not completed requirements for the Bachelor's degree when the offer is tendered.] Since you have not yet completed the Bachelor's degree, this offer is contingent upon the completion of the requirements for that degree (and providing substantiating evidence thereof) prior to the effective date of this appointment.  If such requirements are not satisfied by that date, this offer shall be null and void.

2.
[Visa Holders] Because you are not a citizen of the United States or a permanent resident, this appointment is contingent upon your holding and maintaining approved employment authorization by the U.S. Immigration and Naturalization Service.  If you are on a non-immigrant visa and work prior to or beyond approved employment authorization, the work will be considered "unauthorized employment" by the U.S. Citizenship and Immigration Services and a violation of status.

3. [Grant accounts only] At least a major portion of your salary is being derived from grant/contract funds; that is, your appointment is specifically conditioned on subsidy.  Any renewal or extension of assignment is entirely dependent upon your satisfactory performance and upon the continuation of the subsidy.  Should the subsidy be terminated or reduced, there is no direct, indirect or implied commitment by the Principal Investigator, the Department, the School, or Wayne State University to continue your employment (compensation) beyond the cessation of, or reduction in, the subsidy.

4. [Use if new employee or if there has been a break in service and 

employee is returning to the University.]  United States Law requires that you must provide 

evidence of identity and employment authorization before you begin service to the University.  In order to do that, you must complete Section I of the employment eligibility verification via

I-9 Express (http://www.newi9.com/) prior to the date of hire in compliance with the federally mandated E-Verify requirement.  There will be no retroactivity of appointments prior to verification of employment eligibility.
5. *U.S. citizens, permanent residents and non-resident aliens must finalize the I-9 verification process by appearing in person with the appropriate ORIGINAL documents in the School of Medicine Human Resources Office located in room 154 Lande on or before the date of hire between 8:30 and 5:00. There will be a list of employment eligibility documents you will be asked to present to finalize the I9 process. The list of documents varies according to the citizenship status you entered in Section I of the I-9 (http://www.newi9.com/). If you have completed the I-9 process at Wayne State University within the last three years, you will have already completed this requirement.

[PREPARATION NOTE: The remaining sections should be included in all Award Agreements.]
6.
Graduate Research Assistants may not hold other positions within or outside the University without prior written permission of their Department Chairperson, the Dean of their School, and the Graduate School.  It is the responsibility of the Assistant to determine whether or not the prior written approval has been obtained before engaging in any additional service assignment.

7.
The tuition scholarship will not cover payment for undergraduate credits or for audited classes.  The scholarship pays only for graduate credits which are on the plan of work and are completed.  It will not cover assessments for courses from which a student has withdrawn.

8.
Acceptance of a term appointment is an acknowledgment of notice that service terminates at the end of the period for which appointed; this offer carries no presumption of renewal.

9.
The terms of this agreement may not be modified or altered by any oral statements or 9epresentations.  This agreement may be modified only in writing signed by a University official as authorized by University policy.

10.
Assistants are exempt from Social Security payments because of their student status.

____________________________________________

[Principal Investigator]

(Required only in the case of external funding)

____________________________________________

Chairperson

Enclosures [Tax forms, etc.]

I accept the terms and conditions of this offer.

____________________________________________ 

Candidate





Date

[pc: Office of International Students and Scholars (if applicable)]
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