****** REVISED *****

Guidelines for the Administration of Graduate Assistantships

And Graduate College Tuition Scholarships

1.  
Graduate stipends and/or scholarships are available to qualified students who are working toward a graduate degree at UNI.  Stipends and scholarships are independent awards.   In order to be appointed for either, a student must meet the following criteria:

a.  Admitted on a degree-track basis, either regular admission or provisional admission for reasons other than grade point.  This means the student must show as admitted on the mainframe student record.  The student must have a Bachelor’s degree (or any other required degree) from an accredited institution prior to beginning an assistantship or scholarship.  Non-degree students cannot be supported.

b.  GPA of at least 3.00.   The student must maintain a 3.00 GPA during the term of the stipend/scholarship and must continue to make substantial progress toward the graduate degree.  The student who does not hold a 3.00 undergraduate GPA can qualify for a stipend and/or tuition by completing a minimum of 8 hours in graduate study with a GPA of at least 3.00 prior to assuming the stipend or scholarship.  Departments should monitor this GPA requirement closely.  Awards will not be processed for students with less than a 3.00 GPA.
c.  Full-time graduate student in residence during the time of the appointment.  A student must be enrolled for a minimum of 9 on-campus graduate credit hours in the program of study and may not use workshops, audit, undergraduate, or correspondence courses as part of the minimum load.  If at any time during the semester the student’s enrollment drops below the 9 on-campus graduate program credit hours, the stipend and/or the scholarship will be revoked and, if on a scholarship, the student will be required to pay the entire tuition charges for the semester.  To allow time for students in the first semester of classes to formalize their program of study, the enrollment requirement is 9 graduate hours which will be part of their program, even if the courses are not currently showing as part of the program (workshops, audit, undergraduate and correspondence courses will not count towards the requirement).  Note that students must meet all enrollment requirements by August 15 to receive an August check.
By recommending a student to the Graduate College, the department certifies that the student meets the above qualifications.  Students will not be supported longer than the normal length of the program.

2.
Paperwork for students who do not qualify for the appointment or for whom funds have not been allocated should not be submitted.  If paperwork is received for a student who does not qualify or if the paperwork is incomplete or unable to be processed, it will be returned.  Please refer to the “Procedures and Information for Completing Stipend and Scholarship Paperwork” or the Graduate College web page (www.grad.uni.edu/assistantships/guidelines.aspx) for information for correctly completing the paperwork.

3.  
NOTE:  Departments must start paperwork early to ensure compliance with federal regulations.  Departments will no longer be able to initiate the PAF after the student has started work....and will need to initiate the Offer Form early enough so that the offer can be sent, response received, enrollment eligibility verified, and PAF processed to HR before the start date or the 15th of the starting month, whichever is earlier.  Offer Forms for students starting in August should be received in the Graduate College before July 15.  The student must verify employment eligibility in HR before the third day of employment.  If new hire paperwork is not completed within three days of the effective employment date, by Federal regulation, steps will be taken to terminate the appointment.  

If all requirements are not met by the third day of the semester, the start date will be revised to the date requirements are met and the salary will be prorated based on this date.  Students must be enrolled for the required 9 program hours before August 15 in order to receive an August check.

4.
All offers are made by the Graduate College and a student must respond to the Graduate College indicating whether they accept or decline an offer.  A copy of the letter(s) of offer will be sent to those listed on the Offer Form.

5.
Departments may wish to avoid informing students that they have "recommended" them for an assistantship.  This might imply to some students that they have, in fact, received an award.  In order to avoid misunderstanding, department heads and/or graduate coordinators should simply tell students departmental recommendations have been forwarded and that the Graduate College will notify them if they are to be offered a Graduate Assistant Stipend and/or a Graduate College Tuition Scholarship.

6.  
The University of Northern Iowa has supported the following resolution by the Council of Graduate Schools regarding graduate scholars, fellows, trainees, and assistants:

"Acceptance of an offer of financial aid (such as graduate scholarship, fellowship, traineeship, or assistantship) for the next academic year by an actual or prospective graduate student completes an agreement which both student and graduate school expect to honor.  In those instances in which the student accepts the offer before April 15, and subsequently desires to withdraw, the student may submit in writing a resignation of the appointment at any time through April 15.  However, an acceptance given or left in force after April 15 commits the student not to accept another offer without first obtaining written release from the institution to which a commitment has been made.  Similarly, an offer by an institution after April 15 is conditional on presentation by the student of the written release from any previously accepted offer.  It is further agreed by the institutions and organizations subscribing to the above Resolution that a copy of this Resolution should accompany every scholarship, fellowship, traineeship, and assistantship offer."


7.
In order to compete for the best students, offers of Graduate Assistantship Stipends and Graduate College Tuition Scholarships must be made well in advance of April 15.  Responsibility for stipend and scholarship decisions resides in the department.  You must consider all qualified students; however, continuing students who have performed well should have priority for continued support.  Available funds for assistantships and scholarships are allocated through departments. The Graduate College does not allocate assistantships directly to students.

8.
Students who are currently on support should be reminded that they must reapply for both the stipend and scholarship if they wish to be considered for support next year.  Students should not be supported for longer than the normal length of the program.  Additional courses should not be added to the student’s program to extend support.
9.
Departments should carefully follow the “Procedures and Information for Completing Stipend and Scholarship Paperwork.”  Offer Forms can be completed as soon as the student shows as admitted on the mainframe student record.  Paperwork should not be forwarded for students for whom this is not the case.

10.
Thursday, April 15, 2010 will be the initial deadline for students to reply to the offer.  If a recipient declines an award from your original Graduate College allocation, the award returns to you and can be allocated to a different student.  A new set of paperwork should be initiated for the next ranked applicant.  Extra and minority awards return to the Graduate College for reallocation.
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