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Graduate Assistantships: The Basics

Attendee Engagement

Who Qualifies?
✓ Enrolled grad student 

(degree-seeking)
✓ Good academic standing 

(min 3.0 GPA)

Benefits
✓ Tuition waiver during 

contract semester(s)
✓ Stipend paid on semi-

monthly basis

Contract Basis
✓ GAs remain on payroll for 

contract period unless 
termination/change 
submitted by hiring unit

Offices Involved
✓ Grad School manages GA 

Handbook & contracts 
✓ HR manages payroll & 

Financial Aid applies 
tuition waivers

https://www.siue.edu/graduate-students/assistantships/index.shtml
https://www.siue.edu/graduate-students/assistantships/index.shtml


Graduate Assistantships: The Basics
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Stipend Amounts
✓ Grad School ensures 

minimum University 
stipends are met 

✓ Units may pay more than 
University minimums

Start & End Date of Contract
✓ Start date is first date 

reporting to work 
✓ End date should be final 

date of work (not past 
grad date)

Staying Connected
✓ Join the GA Support Staff 

Teams site for reminders & 
announcements

✓ Separate listserv for GA 
supervisors (auto enrolled)

Contract Lengths
✓ Fall/Spring = Min 12 weeks
✓ Summer = Min 8 weeks
✓ No longer than one 

calendar year

https://siue.kualibuild.com/app/617977a7f3953a0709f9733c/run
https://siue.kualibuild.com/app/617977a7f3953a0709f9733c/run
https://siue.kualibuild.com/app/617977a7f3953a0709f9733c/run


GA Hiring Process: Overview of GA Hiring 
Steps

Attendee Engagement

Step Timing Description

SPA Approval 
(if needed)

Typically the 
semester before 
the position begins

✓ Units must request & receive SPA 
approval to hire a GA, unless the position 
is exempt.

✓ Exemptions include positions funded 
from grants, Foundation, SIU System, 
Grad School internal funding award, & 
obligated cost-shares from grants

Job Posting & 
Selecting 
Candidate

At least 4-6 weeks 
prior to position 
start

✓ Hiring unit posts GA position on Grad 
School site using online form (if not 
rehiring same student)

✓ Unit reviews applicants, interviews, offers 
position

https://siue.kualibuild.com/app/60ad4f97e21036001e497686/run


GA Hiring Process: Overview of GA Hiring 
Steps
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Step Timing Description

Contract 
Submission

At least 3 weeks 
prior to position 
start to facilitate 
on-time pay and 
tuition waiver for 
students

✓ Hiring unit submits online GA contract.
✓ Initial review for compliance by Grad 

School and then automatically routed to 
all necessary approvers (FOs, listed 
approvers, ORP for grant accounts, 
student for hiring packet, I-9 submitter 
when needed)

Final Approval 
& Processing

Once all contract 
approvals obtained

✓ Grad School submits payroll information 
to HR & tuition waiver info to Financial 
Aid.

✓ Contract submitters & students receive 
notification upon final processing. 

https://siue.kualibuild.com/app/60ba914019cc85001fe6b019/run


Completed GA Contract Example







• Note that the minimum # of approvers is TWO to allow for 
sufficient internal controls. 

• Must include FO/Delegate and at least one other individual 
(not including the submitter). 



I-9 Education

Attendee Engagement

When GA contracts are initially reviewed by 
the Grad School upon submission, it is 

determined if a new I-9 is needed.

Submitters (or alternative individual entered in 
contract as responsible for I-9 completion) will 
receive a Kuali Build notification that an I-9 is 
needed with information on how to submit.



I-9 Education

Attendee Engagement

Who Completes? 
✓ GA & Unit Representative 

complete together
✓ Must be done in-person
✓ Completion deadline is 

first date of contract

International Student Docs 
for List A
✓ Foreign Passport
✓ I-20
✓ I-94 
*SSN not needed to complete

Submission of I-9
✓ Unit submits via secure file 

drop (link in Kuali Form in 
I-9 section)

✓ Must also approve I-9 step 
in Kuali Build 

Resources on Hiring Units 
Resources website
✓ Sample I-9s for both 

domestic & international
✓ Videos on I-9 compliance

https://filedrop.siue.edu/filedrop/GA19
https://filedrop.siue.edu/filedrop/GA19
https://www.siue.edu/graduate-students/assistantships/hiring-unit-resources.shtml
https://www.siue.edu/graduate-students/assistantships/hiring-unit-resources.shtml


I-9 Exercise: Find the Errors!

Attendee Engagement

Group Effort
✓ Collaborate with a group 

to identify the errors in 
the sample I-9

✓ What’s incorrect, missing, 
or not in compliance? 

Scenario Details
✓ Contract start date is 

8/16/26

What errors did you find? 



Important GA Processes

Attendee Engagement

Employment Verification
✓ Grad School manages 

requests from current or 
former GAs for 
employment verification

W4s for Domestic
✓ Can submit paper W4s 

directly to HR file drop
✓ GAs can manage W4 

selections in CougarNet 
after contract execution

W4s for International
✓ International GAs must 

email Stephanie Heffron in 
HR to make appointment 
for tax form completion

SSN App for International
✓ International GAs must 

begin process with ISSS to 
apply for SSN upon arrival

✓ Unit completes bottom of 
Job Offer Form

https://www.siue.edu/graduate-students/assistantships/employment-verification.shtml
https://filedrop.siue.edu/filedrop/hr-payroll
https://www.siue.edu/human-resources/about-contact/
https://www.siue.edu/human-resources/about-contact/
https://www.siue.edu/isss/employment/social-security-number.shtml
https://www.siue.edu/isss/employment/social-security-number.shtml


GA Termination: Form within Contract

Attendee Engagement

When Process is Required
✓ If contract should end to 

remove student from 
payroll before the original 
end date for any reason

Not Required When
✓ GA employment is ending 

on original contract end 
date

Possible Reasons
✓ Student resigns
✓ Student is graduating or 

withdrawing from program
✓ Performance issues (after 

protocol is followed) 

When to Submit Termination
✓ As soon as possible to allow

for removal from payroll 
before overpayment occurs

https://www.siue.edu/graduate-students/assistantships/performance-concerns-employment-termination.shtml


How to Access a Contract to Check Termination Date

For Contract Submitters

Login to Kuali Build
Click “My Documents” on 

the top of the main page

Sort by “Document Type”. The student 

eID will populate in the title column.

For Contract Approvers

Login to Kuali Build Search “Graduate Assistant 

Contract”

Search by 800#, name, budget purpose 

number or other details of forms you are 

routed to approve

https://siue.kualibuild.com/app/builder/#/home
https://siue.kualibuild.com/app/builder/#/home


Addressing Common Questions

Attendee Engagement

GA Timesheets
✓ All GAs must complete 

paper or electronic 
timesheets

✓ Retained in hiring unit

GA Needs Extended Leave
✓ Supervisor should discuss 

options of unpaid leave or 
early contract termination

✓ See Pregnancy/Parenting 
Leave when applicable

Performance Concerns
✓ Protocol to address 

learning, remediation and 
documentation 

✓ Contact Jill if issues persist

GA Contract Approval Delay
✓ Submitters can view status 

of workflow and nudge 
approvers

✓ Contact Christina if any 
approvers are unavailable

https://www.siue.edu/graduate/forms/graduate-assistants.shtml
https://www.siue.edu/graduate/forms/graduate-assistants.shtml
https://www.siue.edu/graduate-students/assistantships/pregnancy-parenting-leave.shtml
https://www.siue.edu/graduate-students/assistantships/pregnancy-parenting-leave.shtml
https://www.siue.edu/graduate-students/assistantships/performance-concerns-employment-termination.shtml
https://www.siue.edu/graduate-students/assistantships/performance-concerns-employment-termination.shtml


Resources Available

Attendee Engagement

Hiring Unit Resources website has extensive 
information always available

✓ Overview video and steps of hiring process
✓ Determining contract start & end dates
✓ Cutoff dates for hiring by semester
✓ I-9 samples & tips
✓ Minimum stipend amounts
✓ GA Handbook 

https://www.siue.edu/graduate-students/assistantships/hiring-unit-resources.shtml
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