RENEWALS OF APPOINTMENT

Each department should maintain a list of GRAs who hold active assignments in the current academic year.  The departments have been notified by the School of Medicine Graduate Programs Office of the number of Graduate Research Assistant positions budgeted for their department.  Approval for changes in the number of positions must be obtained from the Associate Dean for Graduate Programs in the School of Medicine.

GRAs should be renewed well in advance of the end of their current appointment period.  Due to the current payroll policies, it is imperative that renewals for GRAs be completed 3 to 4 weeks prior to the end of the contract end date.  Failure to renew an appointment will cause the GRA to fall off payroll until the renewal of appointment is fully processed.  

A completed Renewal EPAF packet includes:

1. JOBDTL completed in Pipeline with updated contract begin and end dates and salary if applicable

2. Dated renewal letter of offer (original) signed by the Chair and the employee
3. Signed Certificate of Relevancy for Graduate Research Assistants (original)
4. *Work Authorization Request Form (where applicable) 
Change in Labor Distribution actions on the general fund must be approved by the School of Medicine Graduate Office prior to EPAF submission to the Fiscal Affairs Office.  Future Change in Labor actions for grant and auxiliary funds should continue to be completed via EPAF. 

Students may update their personal information via Pipeline: http://lumprod.wayne.edu/cp/home/loginf 

TERMINATIONS

Complete EPAF TERM-E/TERM-J with the appropriate Job Change Reason code (TERMI) and termination code L5 or Q__.  Be sure to include a letter of explanation and/or resignation or indicate the reason for termination in the comment section if reason different from resignation.

GRADUATE RESEARCH ASSISTANT STANDARD RENEWAL LETTER

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

Name

City/State

On behalf of the School of Medicine and the Department of _________________, we are pleased to offer you a renewal of your appointment as a Graduate Research Assistant. The term of the renewal will be for the period [contract begin date] through [contract end date] at a salary rate of [12-month salary rate]. 

As a Graduate Research Assistant, you are eligible to participate in the University’s medical, vision and dental insurance programs at little or no cost to yourself.  In addition, you will receive a tuition scholarship which will pay for up to 10 credit hours of graduate course work for each semester of your appointment during the academic year and up to two graduate credits for the spring/summer semester. The tuition scholarship pays for graduate credits that are on the plan of work and are completed and/or for courses authorized by the employee’s academic advisor and graduate director to be relevant to the employee’s graduate degree.  It will not pay the assessment for undergraduate credits, for audited classes, or for courses from which a student has withdrawn. You are also responsible for any incidental fees.
As a Graduate Research Assistant, you are required to maintain a grade point average of at least 3.0 and enroll for a minimum of six graduate credits per semester of your appointment during the academic year and two graduate credits during the spring/summer semester.  Please note however that official University policy defines 8 credits during the fall and winter semesters as full time status for a graduate student.  You may enroll for no more than 12 credits each semester of your appointment. 

This Graduate Research Assistantship is granted and will continue through the duration of the appointment based on your satisfactory academic progress within the department and the satisfactory performance of your assigned responsibilities. 
[Use for internationals: 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. Citizenship and Immigration Services.]

[Use for grants accounts only: At least a major portion of your compensation 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 (salary and fringe benefits) beyond the cessation of, or reduction in, the subsidy.]

As a Graduate Research Assistant you may not hold other positions within or outside the University without the prior written permission of your advisor, department chairperson and the Graduate School.

This renewal is made contingent upon the approval of the Dean of the Graduate School.  Please indicate your acceptance of this appointment in the space below and return this contract to ______________ no later than_______________.  You should keep a copy of this contract for your records.

Sincerely,

____________________

Chairperson's name

I accept the terms and conditions of this offer.

____________________________________

GRA’s Name



Date

[pc:
Office of International Students and Scholars]

