


Graduate Assistant Initial Offer Letter Example 
EXAMPLE LETTER ONLY: 
All GA offer letters must be issued through GradSlate. The letter below is provided only as an example and should not be used to generate an offer letter. 

Detailed information and resources to assist in assistantship administration are available: 
· The Graduate School: Information about Assistantships | Graduate Assistantship Offer Letters in Slate
· GradSlate: Guides for Graduate Assistant Offer Letter in Slate 
· Payroll: Graduate Payroll 

******
DATE 

GA’S LEGAL FIRST NAME (PREFERRED FIRST NAME IF APPLICABLE) GA’S LEGAL LAST NAME
MAILING ADDRESS

Dear PREFERRED NAME:

We have selected you for an appointment as a Graduate Assistant (GA). Detailed information and the terms of the appointment for the SEMESTER/ACADEMIC YEAR appear in the appointment letter below. 
Applies only to incoming students whose depts indicated a # of years of support: 
Students admitted to this program with financial support can generally expect up to NUMBER OF YEARS years of support, subject to reasons that can include the continued availability of funds; departmental needs and policies; satisfactory progress in your degree program; satisfactory job performance and conduct; and eligibility as provided in the Graduate Catalog. 

A few of the benefits of an assistantship include: 
· GAs pay reduced University fees as negotiated by the Graduate Employee Union Local 6950 – International Union, United Automobile, Aerospace and Agricultural Implement Workers of America (GEU-UAW). 
· Appointment as a GA, the minimum of which is a 50% (10 hours per week) appointment, combined with enrollment in a tuition-based (not fee-based) graduate program, provides a tuition waiver associated with the dates of the appointment.
· For an out-of-state student who receives a full tuition waiver for each semester, they are appointed as a GA, the value of this waiver is approximately $41,400 per academic year.
· For an in-state student who receives a full tuition waiver for each semester, they are appointed as a GA, the value of this waiver is approximately $19,500 per academic year.
· The University also provides GAs with an opportunity to purchase subsidized health insurance, including family plans, under the Connecticut Partnership Plan. More information about the medical and dental insurance plan is available on the Human Resources website. Additionally, as a GA you are entitled to the reimbursement of verified repatriation insurance premiums.  

UConn is Connecticut’s only public research extensive university, a prestigious designation that rests firmly on the institution’s commitment to the unfettered pursuit of knowledge through research, teaching, and outreach. We are a University in which diverse views are welcomed and respected even as we work together to advance our academic mission and to effect constructive change. We hope that you will join us in this mission. 

*********************

Dear PREFERRED NAME:

I am pleased to offer you an appointment as a Graduate Assistant (“GA”) at the University of Connecticut. This appointment includes in-person, on-campus responsibilities and is contingent on your ability to arrive to campus by the start date and remain through the end date of your appointment. The information below provides an overview of your appointment terms. 

	Academic home department
	

	Hiring department/unit
	

	Building location and/or campus 
	

	New or continuing appointment
	

	Start date
	

	End date
	

	Appointment responsibilities:
(Teaching, research, teaching/research combination, or Graduate Assistant [specific duties to follow])
	

	If teaching or teaching/research, will the position potentially involve instructional contact duties for which the GA must satisfy UConn’s English Proficiency Policy for TAs described below? 
	

	Hours per week 
	

	FTE (Full-time equivalent)
	

	Stipend level
	

	Stipend amount
	

	GA supervisor
	

	Onboarding resources
	https://grad.uconn.edu/assistantships/

	Listing of applicable mandatory University student fees
	https://bursar.uconn.edu/tuition-fees/graduate/graduate-assistants/ 

	Deadline to accept or decline this offer
	

	Union info
	http://www.uconngradunion.org/

	Departmental contact (name and email) for any questions
	



The stipend for this position as listed above is payable in biweekly installments. You will receive the first of your biweekly stipend payments at the close of the pay period in which you are hired, contingent upon all required documentation being in place.  We advise that you plan with this state-regulated schedule, which may be found under “Pay Schedule” on Payroll’s website, in mind. Please note, this appointment letter does not include summer or winter intersession appointments, which do not carry a tuition waiver. 

Stipend rates for GAs are based on levels that reflect progress toward the advanced degree and experience. Rates and level descriptions may be found under “Stipend Listings” on Payroll’s website. 

WILL POPULATE FOR: New, doctoral students offered L2 as override 
Compensation at the Level 2 stipend rate of STIPEND AMOUNT is conditional upon admission to a doctoral program and the submission of the final transcript which reflects the successful completion of the master’s degree program from a properly accredited institution prior to the start date of the appointment to the University of Connecticut Graduate Admissions team (gradadmissions@uconn.edu). Until such time, compensation will be at the Level 1 stipend rate of CONTINGENCY STIPEND. Incoming doctoral students who submit a transcript by October 1 or March 1 of the term they are admitted and which is subsequently approved by The Graduate School may be retroactively increased to Level 2 effective the start date of their current appointment, otherwise they shall be increased effective the GA start date of the next spring or fall term following the submission of their final transcript prior to the start of said appointment. 

WILL POPULATE FOR: Current, doctoral students offered L2 as override 
Compensation at the Level 2 stipend rate of STIPEND AMOUNT is conditional upon active status in a doctoral program and successfully earning 30 credits of graduate-level coursework prior to the start date of the appointment. Until such time, compensation will be at the Level 1 stipend rate of CONTINGENCY STIPEND.

WILL POPULATE FOR: Current, doctoral students offered L3 as override 
CURRENT DOCTORAL STUDENTS: INCLUDE THIS PARAGRAPH AS APPLICABLE OR DELETE: Compensation at the Level 3 stipend rate of STIPEND AMOUNT is conditional upon active status in a doctoral program and the successful passing of all parts of the General Exam and submission of the completed Report on the General Examination for the Doctoral Degree form to the Office of the Registrar’s Degree Audit team (degreeaudit@uconn.edu) prior to the start date of the appointment. Until such time, compensation will be at the Level X stipend rate of CONTINGENCY STIPEND.

Your appointment is contingent upon your full-time student registration, which for graduate students with a GA appointment is 6 credits or more. It is recommended when possible that you enroll by August 1 for the fall semester and by December 15 for the spring semester to ensure your classes will not be canceled due to low enrollment and to ensure continuity of services when applicable. You are required to be registered in 6 credits or more prior to the start date of your appointment each semester. 

This appointment is also contingent upon meeting the qualifications required of the position at the start of the appointment, including acceptance of an approved I-9 (Employment Eligibility Verification Form) and proof of English proficiency for those with instructional duties. 

Please be aware that UConn’s English Proficiency Policy for TAs is separate from the English proficiency requirement for admission. Even if proof of proficiency was waived for purposes of admission, proof of proficiency is required for those who will be assigned instructional duties as part of their graduate assistantship. Classroom instructional duties require a higher level of English proficiency to ensure the TA can facilitate the understanding of complex topics to undergraduate students who are non-experts in the subject matter. It is the GA’s responsibility to review the policy and testing procedures and, if applicable, either submit proof of English proficiency or register for an assessment in a timely manner. More information about how to do so is provided by International Teaching Assistant Services. If the Department does not receive proof of English proficiency by the start date of the appointment, the Department has the right to rescind the offer. 

GAs are required to complete all University-mandated trainings as assigned, including Sexual Harassment Prevention, Diversity Awareness, and annual Compliance Training. Before beginning GA duties with potential safety hazards, you must successfully complete the required EHS employee safety training. 

Your supervising faculty member will arrange your GA schedule with you. We see this appointment as a complement to your progress toward your graduate degree. Unless you hear otherwise, your assistantship will end on the end date listed above. Most continuing GAs are notified of a renewal by June 1 prior to a fall semester or academic year appointment and 60 days prior to the start of a spring semester appointment. GA renewals are typically subject to the continued availability of funds, departmental needs and policies, satisfactory progress in your degree program, satisfactory job performance and conduct, and eligibility as provided in the Graduate Catalog. 

If you are enrolled in a tuition-based program, your appointment carries a tuition waiver associated with the dates of the appointment, which, in the event of a non-standard start date or early termination, may be prorated according to the Partial Graduate Assistant Tuition Waiver Calculator (https://bursar.uconn.edu/tuition-fees/graduate/graduate-assistants/) provided by the Office of the Bursar. If you are enrolled in a fee-based program, you are charged academic program fees, not tuition; therefore, a tuition waiver is not applicable, and your appointment does not provide a waiver of academic program fees. A list of fee-based programs is provided on the Office of the Bursar’s website. For tuition-based programs, while tuition will be waived, you will be responsible for paying university fees at the negotiated rate. For fee-based programs, there is no available waiver for any part of the academic program fee, and you will be responsible for paying university fees at the negotiated rate. 

Mandatory University student fees are outlined by the Office of the Bursar under Graduate Assistant Tuition and Fees. You have the option of enrolling in GA payroll deductions to pay your term fees, so long as you select that option before the tenth day of each academic term. Please view instructions on enrolling in GA payroll deductions and contact the Office of the Bursar with any questions. 

If you expect that your arrival on campus will be delayed beyond the start date of your GA appointment, you must notify and seek approval from your supervisor and The Graduate School as soon as possible. A late arrival may have implications that include but are not limited to a pro-rated decrease in the amount of the tuition waiver, an effect on your total stipend amount, or your assistantship may be cancelled. GAs must be present in Connecticut in order to perform the duties associated with their position. 

It is a requirement of the University that all full-time students maintain health insurance coverage. As a benefit associated with your employment as a Graduate Assistant, the University provides an opportunity to purchase, or continue to purchase, subsidized health insurance under the Connecticut Partnership Plan. Information about the medical and dental insurance plan, as well as other optional benefits you may purchase, and specific dates of open enrollment, is available on the Human Resources website. Additionally, as a GA, you are entitled to reimbursement of verified repatriation insurance premiums. 

Critical information about health and dental benefits for new Graduate Assistants:  
· Eligible participants must take action within 31 days of their appointment start date to submit their election to either enroll in or waive coverage.  
· Late enrollees may enroll during the Open Enrollment Period held in August each year (dates vary per year: notifications will be sent via email from Human Resources) for a September 1 effective date or within 31 days of a qualifying life event. 

Other rights and terms and conditions of your employment are contained in the collective bargaining agreement between the University of Connecticut and the Graduate Employee Union Local 6950 – International Union, United Automobile, Aerospace and Agricultural Implement Workers of America (GEU-UAW).  A copy of the collective bargaining agreement as well as contact information and other informational materials, including how to become a member of the union, may be found on the GEU-UAW Local 6950 website. 

By accepting this appointment, you authorize the University to disclose Information that might otherwise be covered by the Federal Educational Rights and Privacy Act (“FERPA”) to the GEU-UAW.  Information is limited to your full name, home mailing address, employee identification number, appointment start and end date, job title, appointment type (teaching, research, or teaching/research combination), percent appointment level, pay step, biweekly stipend, work department or hiring unit, academic department, work location, and name of department head.  

WILL POPULATE FOR: FALL SEMESTER INCOMING STUDENTS 
UConn supports the Council of Graduate Schools’ (CGS) “April 15 Resolution”. In accordance with the Council of Graduate Schools’ Resolution, you may consider other offers of financial support (such as a graduate scholarship, fellowship, traineeship, or assistantship) until the April 15 deadline. Students are expected to honor their acceptance of financial support. Likewise, the University will honor this offer until the April 15 deadline, after which point it will be rescinded unless you are informed in writing that the deadline for a decision has been extended. Although you are under no obligation to accept this offer prior to the April 15 deadline, please inform us in writing as soon as you have decided so that we may extend offers to other prospective students if possible. 

WILL POPULATE FOR: Incoming students 
In addition to the conditions set forth in this letter and other applicable rules and policies, this offer for a GA position is contingent upon your matriculation as a graduate student accorded regular (not provisional) status at the University of Connecticut.

The work you will be doing as a GA is in accordance with your academic plan and may become associated with your thesis or dissertation, so it will be to your advantage to invest significant effort. 

If you accept this offer for a GA position, you should expect to receive and sign a Supplemental Description of Duties (SDD) form, which details the duties of the appointment for each semester in which you are appointed. The University will provide such documentation, with as much information as is reasonably known, at least 30 calendar days prior to the first day of classes each academic semester and no later than one week prior to the first day of classes. You will be given at least 24 hours to review the SDD and raise concerns, including for any revisions. If you do not receive a SDD, please contact the GA supervisor or departmental contact listed above. 

Should you have any questions regarding your appointment, please feel free to contact the GA supervisor or departmental contact listed above. The GA must notify the departmental contact in writing of any errors in the offer letter as soon as they are identified. The Graduate Assistant Onboarding webpage includes helpful resources and action items that will help you successfully transition into your assistantship. 

To accept this offer, submit the Reply to Graduate Assistantship Offer Form by REPLY BY DEADLINE. It is recommended that you keep a copy of this letter for your records.

Sincerely, 
DEPARTMENT HEAD NAME
DEPARTMENT NAME 

*****      
REPLY FORM FIELDS THE GA WILL COMPLETE: 

1. Please indicate whether you accept or decline this Graduate Assistantship appointment under the terms described in the offer letter, including but not limited to, registration in six credits prior to the start date of the appointment each semester, timely completion of required trainings, and, if applicable, submission of proof of English proficiency to hold a Teaching Assistantship role.   
a. Option to either Accept or Decline appears.  


IF GA SELECTS ACCEPT, ADDITIONAL FIELDS TO COMPLETE WILL APPEAR: 

Enrollment in Health Insurance 
It is a requirement of the University that all full-time students maintain health insurance coverage and that I must take action within 31 days of my appointment start date to submit my election to either enroll in or waive coverage under the Connecticut Partnership Plan. 
	
Attestation: I acknowledge that I am required to maintain health insurance as a full-time student and am aware that I must take action to enroll in or waive coverage under the Connecticut Partnership Plan within 31 days of my appointment start date.

Enrollment in Health Insurance:
· Newly appointed Graduate Assistants must take action within 31 days of their appointment start date to submit their election to either enroll in or waive coverage under the Connecticut Partnership Plan. 
· Late enrollees may enroll during the Open Enrollment Period held each year or within 31 days of a qualifying life event. 
· Information about how to enroll and the dates of Open Enrollment will be sent via email by Human Resources. 

Attestations: 
I am aware that I must take action to enroll in or waive coverage under the Connecticut Partnership Plan as a newly appointed Graduate Assistant. 

I am aware that continuing Graduate Assistants (or late enrollees) may enroll during the Open Enrollment Period held each year or within 31 days of a qualifying life event.

Remote Work
Graduate Assistants must arrive to campus prior to the start date of their appointment. Departure prior to the end date of the appointment requires permission from the supervisor. Failure to arrive on time or departure prior to the end of the appointment may impact the terms and conditions of employment accordingly. Graduate Assistants may not work remotely from outside of Connecticut, and time off, with permission from the supervisor, should be used during periods of travel. 

Attestation: I acknowledge that Graduate Assistants may not work remotely from outside of Connecticut, and I am required to arrive to campus on time and remain for the duration of the appointment, with the exception of approved time off.

FERPA
Attestation: By accepting this appointment, I authorize the University to disclose information that might otherwise be covered by the Federal Educational Rights and Privacy Act (“FERPA”) to the GEU-UAW.  Information is limited to my full name, home mailing address, employee identification number, appointment start and end date, job title, appointment type (teaching, research, or teaching/research combination), percent appointment level, pay step, biweekly stipend, work department or hiring unit, academic department, work location, and name of department head.  

OPTIONAL FIELD: 
If you have an updated Connecticut (or local to Connecticut) mailing address, please provide it here to ensure your first paycheck is delivered promptly and to ensure that University records are updated. If, at this time, you are unsure where you will be living, please update your departmental contact with your new address and your expected move-in date as soon as you have this information.  



