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NAU prohibits discrimination against or harassment of any individual on the basis of age, 
race, color, religion, sex, sexual orientation, national origin, physical or mental disability, 
or status as a Vietnam-era or special disabled veteran in our admissions, employment, 
and educational programs and activities. NAU’s nondiscrimination policy complies with 
Arizona Board of Regents and NAU policy and with state and federal laws including the 
Civil Rights Act of 1964 as amended, the Age Discrimination in Employment Act of 1967, 
Title IX of the Education Amendments of 1972, Sections 503 and 504 of the Rehabilitation 
Act of 1973, the Vietnam Era Veterans Readjustment Assistance Act of 1974, the 
Americans with Disabilities Act of 1990, and the Civil Rights Act of 1991. NAU’s Safe 
Working and Learning Environment Policy addresses all types of discrimination and 
harassment prohibited by university policy. 
NAU undertakes affirmative action for minorities, women, individuals with disabilities, and 
special disabled and Vietnam-era veterans as required by Executive Order 11246 as 
amended, the Vietnam Era Veterans Readjustment Assistance Act of 1974 as amended, 
and Section 503 of the Rehabilitation Act of 1973. 
Inquiries about the application of these regulations or NAU’s Safe Working and Learning 
Environment Policy can be directed to the Office of Equity and Access, NAU, PO Box 
4083, Flagstaff, AZ 86011-4083 (928-523-3312, TTY 928-523-1006). 
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GRADUATE ASSISTANTSHIP, TRAINEESHIP, AND 
FELLOWSHIP POLICIES 

 

Overview 
This handbook contains policies relating to graduate assistantships and 
fellowships/traineeships at Northern Arizona University. The employment rights and 
responsibilities of graduate assistants are found exclusively in this handbook. Similarly, 
the rights and responsibilities pertaining to fellowships are noted separately in this 
handbook. The handbook also has information and policies that apply to graduate 
students, graduate assistants and fellows. 

Graduate Assistants 
Graduate assistants are full-time graduate students employed on a part-time basis (20 
hours, .50 FTE or 10 hours, .25 FTE) by Northern Arizona University. A graduate assistant 
receives a monetary compensation for services rendered to the university. Graduate 
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Units may award stipends of less than the full 20-hour 

https://nau.edu/wp-content/uploads/sites/14/GA-Process-Manual.pdf
https://nau.edu/wp-content/uploads/sites/14/GA-Process-Manual.pdf
https://www.irs.gov/publications/p970#en_US_2011_publink1000178027
https://nau.edu/graduate-college/graduate-assistantships-tuition-waivers/tax-information-for-graduate-assistants/
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In accordance with ABOR policy, assistantship appointments are awarded for no more 
than one year at a time. Students may receive appointments for a second year, but 
receipt of a first-year appointment does not guarantee receipt of a second 
appointment. The decision to make a second-year appointment is based on the student's 
performance during the year, both as a graduate student and as a graduate assistant. 

Limits on Funding 
Master's students are not granted assistantships for more than two years, regardless of 
the source of the funding. Exceptions to this two-year limit may be made if students are 
progressing toward completing their degrees in a timely fashion but have been delayed 
through no fault of their own. Doctoral students may receive support as graduate 
assistants beyond the two-year period. 

 
When students complete their graduate degrees, they may no longer hold assistantships. 
After losing assistantships upon graduation, students are not eligible for unemployment 
benefits. 

Work Hours 
Graduate assistants may work as few as ten and as many as twenty hours per week. 
International students who are graduate assistants are restricted by federal regulations 
to no more than 20 hours of employment per week when classes are in session. During 
breaks (summer, winter, and spring break), F-1 international graduate assistants may 
work full time on campus if registered for classes in the following semester. J-1 
international students who are graduate assistants must have employment 
authorization, which is date, time, position and location specific, from International 
Student and Scholar Services prior to engaging in any employment. This authorization 
comes in the form of a letter and must be renewed prior to its expiration to continue 
employment, and/or updated if the hours/week will be more than 20 during an official 
university break. 
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Graduate assistants are paid the same amount every two weeks regardless of the number 
of hours they work. When calculating stipend amounts, winter and spring term breaks 
should be considered. 

 
Graduate Athletics Assistants may be expected to travel to athletics competitions. GAAs 
are expected to inform their professors of class absences as a result of their officially- 
assigned work hours. Work schedules will be flexed to balance higher demand times with 
lower demand times. A GAA’s final work schedule will be a result of collaboration with the 
unit supervisor. 

Holidays, University Closures, and Breaks 
Graduate assistants are not expected to work during holidays, winter or spring breaks, or 
university closure days including snow days. When a graduate assistant is regularly 
scheduled on a day the university is closed, they are not required to attend their 
scheduled shift or make up those hours. See the emergency closure policy for more 
information regarding emergency closures for essential or non-essential personnel, and 
working remotely.  
For a graduate assistant to work over winter or spring break, they must be hired as a 
student worker for an hourly wage. 

Additional Employment at NAU 
Graduate students with 20-hour appointments are not allowed to work a second job for 
NAU, in any capacity, during the terms of their appointment. Exceptions are normally 
approved only for one-time work, such as driving a van for a field trip. All require the 
submission of the Additional Work Form found on the Graduate College website. Once 
the exception has been approved through the Graduate College, the hiring department 
will attach it to the ePAR for final approval through Human Resources. International 
students who are graduate assistants are required to contact their International Student 
Adviser in the Center for International Education before beginning any employment 
outside of their assistantship. Exceptions may be made to allow Graduate Athletics 
Assistants to work a 



https://nau.edu/human-resources/employee 963 3916 9
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formally assess the teaching performance of each graduate teaching 
assistant and associate every semester and submit a written report of the 
assessment to the department chair and to the graduate teaching 
assistant or associate. 

C. Each university shall require the department chair or other appropriate 
administrator to certify in writing that each graduate assistant or associate 
has clearly demonstrated the high level of oral and written skill in English 
necessary for effective classroom teaching. 

NAU supports these policies. Each employing unit must evaluate the performance of all 
teaching assistants each semester. Visit the Graduate College forms page for the GSA, 
GTA, & GRA Evaluation Package.  

 
In addition, the following ABOR policy applies to teaching assistants who are not native 
speakers of English: 

Each department at NAU that employs teaching assistants whose first 
language is not English must also develop a procedure for certifying that such 
assistants have adequate English skills for their positions. This is true for 
assistantship positions that involve tutoring or working in labs as well as those 
in the classroom. This certification procedure must be approved by the 
college's dean and by the Dean of the Graduate College. 

Continuation of Support 
The decision to offer a continuation of an assistantship beyond the original appointment 
period is based on two factors: satisfactory job performance in the assistantship and 
satisfactory academic progress. If a student is not making adequate progress toward the 
degree, has been placed on academic probation, or is not performing job tasks 
satisfactorily within the assistantship, then that student may be terminated during the 
appointment period, upon the recommendation of the unit supervisor to the Dean of the 
Graduate College. 

 
If the criteria for continuation are met, generally, the student may expect the assistantship 
will be extended for another appointment period. As noted previously, masters’ students 
are only eligible for two years (total) of assistantship funding, and doctoral students may 
receive funding for more than two years based on department policies and practices. 
International students need to check information pertinent to international student status 
and funding with the Center for International Education. 

 
The supervisor and academic unit administrator must agree with any recommendation for 
continuation of support. If the assistantship is not continued, written notification with a 
reason is provided to the student. An appeal of the decision may be made to the Dean of 
the Graduate College. The decision of the Dean of the Graduate College is final. 

Termination 
At any time, graduate assistants who fail to: 

�x abide by the conditions of their appointment. 
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�x perform their tasks as assigned upholding professional standards of the discipline. 
�x make adequate progress toward their degree. 

or students who: 
�x are placed on academic probation. 
�x earn a GPA below 3.0. 
�x are recommended for dismissal from a graduate program. 

 
may be discontinued at the discretion of the unit or may have their employment terminated 
by the Dean of the Graduate College, upon recommendation by a supervisor and program 
unit administrator. 

Responsibilities of the Graduate Assistant 

Payroll Forms 

earn   
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Register for Credit Hours 
Graduate assistants must register for at least 9 hours of credit that will count toward 
their degree requirements every fall and spring semester while employed as a graduate 
assistant. If a graduate assistant wishes to be enrolled for fewer than the required 9 hours, 
the student must submit an Exception to 9 Unit Form, which can be found in the “Forms” 
section of the Graduate College website. In the summer, full-time enrollment is not 
required. If graduate assistants are not enrolled at least halftime in summer courses, FICA 
taxes will be taken out of their paychecks. 

Satisfactory Academic Progress 
In order to continue with an assistantship, graduate assistants must remain in good 
academic standing, make satisfactory progress toward a degree, and complete at least 9 
hours of credit in their program each semester. If they fail to make adequate progress 
toward a degree, are placed on academic probation, earn a GPA below 3.0, or are 
recommended for dismissal from a graduate program, their employment may be 
discontinued at the discretion of the unit. 

Maintain Contact with Supervisor 
Graduate assistants must work closely with their assistantship supervisor in carrying out 
assigned duties. At a minimum, this means having regular contact. To get the most from 
this apprenticeship experience, both the graduate assistant and the supervisor should 
establish goals early during the term of appointment and work together to achieve them. 
This also means assessing work performance, in consultation with the supervisor, on a 
regular basis. 
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opportunities throughout the year; graduate assistants are strongly encouraged to 
attend. Graduate students completing a Master’s thesis or doctoral dissertation 
must address copyright and embargo options upon submission of their work and 
are strongly encouraged to attend the Graduate College’s professional 
development workshop on this topic. Details can be found on the Graduate College 
website. 

Grievance Procedures for Graduate Assistants 
The grievance procedure for graduate assistants is considered an informal procedure. 
Graduate assistants must present their grievance in writing to their immediate supervisor, 
who shall conduct a review and render a written decision. Graduate assistants may 
bypass their direct supervisor when the grievance involves allegations of sexual, racial or 
other prohibitive harassment by that supervisor. Such allegations may also be directed to 
The Office of Equity and Access. Graduate assistants may present a written copy of their 
grievance to the Department Head, Chair or Director/Vice President/Dean and should 
also notify the immediate supervisor of their action. Graduate assistants must file their 
grievance no later than 10 business days after the grievous event has occurred. A formal 
decision or tangible steps towards resolving the issue (documented in writing) must be 
made no later than 10 business days after receiving the graduate assistant’s written 
grievance. If the Department head, Chair or Director/Vice President/Dean determines that 
the matter is not grievous, the decision shall be final, and the grievance shall be 
dismissed. 
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Fellowships/Traineeships 
A fellowship is defined as a free grant given to the University for the support of graduate 
students in their study and/or research. The primary purpose of such a grant is 
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�x Fellows must have major professors who can appropriately mentor the proposed 
research and provide an environment conducive to carrying out said research. 

�x Fellows generally are free to explore new research areas, depending on the 
progress of the research. 

�x Fellows are not considered employees of the University. Payment is in the form of 
a stipend provided to support the fellow. Stipends are not considered 
compensation for services. 

�x Fellowships generally are awarded to students who may freely select the faculty 
adviser with whom they will conduct research while receiving their stipend. 
Fellowships generally are portable within a program(s), moving with students if 
they should change advisers. 

�x Fellows must register for at least nine credits in both the fall and the spring 
sessions and for at least six credits during the summer session if they are receiving 
funding during the summer. Fellows who are not registered during the summer 
session may not receive a stipend in June and July. 

�x Fellows must maintain satisfactory academic and scholarly performance as well 
as maintain progress and satisfactory work performance. 

�x Fellows must maintain a valid NAU e-mail address with the University, 
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Fellowship recipients should consult the Estimated Tax for Individuals on a quarterly basis 
and consider paying estimated taxes to avoid late payment penalties. For scholarship 
stipends, NAU has no tax reporting or tax withholding responsibilities unless the student 
is a nonresident for US tax reporting purposes. NAU is required by US tax law to withhold 
federal income tax from fellowship payments to individuals who are nonresidents for US 
tax purposes, unless the recipient can claim an exemption by US tax treaty. For 
nonresidents who have tax withholdings, in March the amount of their previous year 
taxable scholarship/fellowship income and tax withholdings will be reported to them and to 
the Internal Revenue Services (the US taxing authority) on IRS Form 1042- S, which they 
can then use to file their US income tax return. 

 
Although the university is not required to provide reporting to the US Internal Revenue 
Service (IRS) on non-compensatory student financial support, students are encouraged 
to collect relevant information on their awards (and eligible expenses for offset) on an 
ongoing basis throughout the year in order to be able to easily evaluate the potential for 
taxable income. They can review their LOUIE account for fellowship award amounts 
posted to pay for tuition and health insurance (if applicable). 

 
International students, faculty, and staff with tax questions or problems are advised to 
seek assistance from the IRS, a Certified Public Accountant (CPA), or an attorney. In the 
U.S., the individual taxpayer is responsible for filing an appropriate and accurate tax return 
and negotiating all tax matters with the IRS. Taxpayer assistance is available from the 
local
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for Federal Student Aid (FAFSA). A FAFSA demonstrating financial need must be on 
file before a need-based fellowship is awarded. 

Register for Credit Hours 
Fellowship and traineeship recipients are full-time students who must register for at least 
9 hours of credit that will count toward their degree requirements every fall and spring 
semester that they are eligible to receive funding. If a fellow wishes to be enrolled for 
fewer than the required hours, the student must submit an Exception to 9 Units Form 
which can be found on the “Forms” section of the Graduate College website. In the 
summer, full-time enrollment is not required. If fellowship recipients are not enrolled at 
least halftime in summer courses, FICA taxes will be taken out of their paychecks. 

Satisfactory Academic Progress 
In order to continue with a fellowship/traineeship, fellowship/traineeship recipients must 
remain in good academic standing, make satisfactory progress toward a degree, and 
complete at least 9 hours of credit in their program each semester. If they fail to make 
adequate progress toward a degree, or earn a GPA below 3.0, funding for their fellowship 
may be in jeopardy. 

 
Continuation of the fellowship/traineeship award commitment is contingent upon 
satisfactory academic performance and progress, and the fellow’s ability to meet and 
maintain the fellowship guidelines. These criteria are established and evaluated by the 
faculty/external sponsor in accordance with Graduate College policies and procedures. 
In the rare instance when the faculty determines that a fellow fails to meet these criteria, 
the graduate program contacts the Graduate College to initiate probation or termination 
procedures. 

Continuation of Support 
For     ar
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Discrimination, harassment, sexual assault, and retaliation run counter to the objectives 
of this university. When individuals, whether students, faculty, or staff feel coerced, 

https://nau.edu/human-resources/employee-resources/training/required/
https://nau.edu/Equity-and-Access/Forms-Policies/
https://nau.edu/registrar/ferpa/
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assistantship is a temporary position, every graduate assistant should leave adequate 
records (e.g., grades) so decisions can be traced, results verified, and incomplete work 
finished after graduate assistant has left the position. 

Drug-free Workplace 
Northern Arizona University complies with the Drug-Free Schools and Communities Act 
Amendments of 1989 (Public Law 101–226). As such, each year the university informs 
each employee of the policies, health risks, prevention programs, and legal sanctions 
associated with alcohol or other drug abuse. 

 
Many counseling, treatment, and rehabilitation programs are available to all employees, 
either through university resources or community contacts. NAU’s alcohol policy states 
that on-campus possession or consumption of alcoholic beverages of those of legal age 
(age 21 in Arizona) is allowed only in private living quarters or in other limited-access 
areas of residence halls or other campus living units or other designated areas. 
Consumption of alcoholic beverages in public areas other than those designated is 
prohibited. 

 
NAU’s drug policy states that the possession, use, sale, manufacture, or cultivation of any 
type of illegal drug (including but not limited to barbiturates, opiates, marijuana, 
amphetamines, or hallucinogens) or aiding

http://hr.nau.edu/apps/policy-manual/10251


https://nau.edu/nau-research/research-safety-and-compliance/human-research-protection-program/
https://nau.edu/nau-research/ovpr/vice-president-for-research/
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special responsibility for developing and practicing high standards of ethics and educating 
their colleagues and students who collaborate on  

on on  

 

https://ori.hhs.gov/
https://nau.edu/research/office-vice-president-for-research/
https://nau.edu/research/office-vice-president-for-research/


https://www5.nau.edu/policies/client/Details/298?whoIsLooking=All&pertainsTo=All
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after the conclusion of the hearing. This recommendation must be in writing and 
must be given to the Graduate Dean whose decision is final. 

6. If an extension of time is needed during any phase of the process, the party 
requesting an extension must petition the Graduate Dean and present reasons 
why the deadline cannot be met. Within five calendar days, the Graduate Dean 
must grant or deny the request for an extension with the goal of ensuring fairness 
to all parties involved and a timely resolution of the problem. 

7. It is recognized that certain infractions may warrant the imposition of serious 
disciplinary measures, including termination, without prior discipline having been 
imposed. 

CGS Resolution 
As a member of the Council of Graduate Schools, NAU agrees to abide by the following 
resolution: 

 
Acceptance of an offer of financial support (such as a graduate scholarship, fellowship, 
traineeship, or assistantship) for the next academic year by a prospective or enrolled 
graduate student completes an agreement that both student and graduate school expect 
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Appendix A: Conditions of Assistantship Appointment 

Conditions of Assistantship Appointment 
I am being hired as a graduate assistant, and I agree to fulfill my assigned duties to the best of 
my abilities. I agree to abide by the terms outlined in my appointment letter. I also agree (initial 
each line): 

�†  I am admitted to a graduate degree program at Northern Arizona University, and I will 
enroll for a minimum of 9 units that will count toward my degree requirements for each term 
during which I am on a graduate assistantship. 

�†  I will be responsible for paying any remaining tuition, mandatory university fees and other 
incurred charges. 

�†  My incoming GPA is 3.0 or higher. 
�†  I will maintain a cumulative GPA of 3.0 or higher for all graduate-level courses. 
�†  I will establish my work hours with my supervisor. 
�†  I will perform my assigned duties to the best of my abilities. 
�†  I will be given a written performance evaluation for each term of appointment. This 

evaluation must show a satisfactory rating to be eligible for reappointment. It is the 
responsibility of both student and supervisor to make sure this happens. 

�†  I will be informed if my performance is less than satisfactory, and I will be given an 
opportunity to correct any problems. 

�†  I may be terminated before the end of my appointment if I fail to maintain my job 
performance at acceptable levels. 

�†  Graduate assistantships are not automatically renewed and may be subject to available 
funding. 

�†  There is no expectation of employment beyond the limits of this appointment. 
�†  Any changes to the terms of this appointment will be submitted on an electronic ePAR and a 

copy of the form will be given to me. 
�†  If employed as a 20-hour graduate assistant, I will not work for NAU in any other capacity. 
�†  I am subject to all applicable policies set by the Arizona Board of Regents, including 

policies governing equal opportunity, affirmative action, codes of conduct, conflicts of 
interest, and patents. 

�†  
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Appendix B: Orientation Checklist for Graduate Assistants 
 

The Graduate College recommends that assistantship supervisors discuss the following 
topics with their new graduate assistants, either individually or in a departmental orientation: 

 
1. Describe the general scope and purpose of the graduate assistant’s job and 

https://nau.edu/human-resources/employee-resources/training/required/
https://nau.edu/graduate-college/wp-content/uploads/sites/14/2017-NAU-Red-Folder-V-1.pdf
https://nau.edu/graduate-college/wp-content/uploads/sites/14/2017-NAU-Red-Folder-V-1.pdf
https://nau.edu/graduate-college/wp-content/uploads/sites/14/Guide_Student_Resources.pdf
https://nau.edu/graduate-college/wp-content/uploads/sites/14/Guide_Student_Resources.pdf
https://nau.edu/graduate-college/wp-content/uploads/sites/14/Guide_Student_Resources.pdf
https://nau.edu/its/learn/SafetyTrainings/
https://nau.edu/its/learn/SafetyTrainings/
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https://nau.edu/graduate-college/forms/
https://nau.edu/wp-content/uploads/sites/14/Graduate-Assistant-Reflection-and-Evaluation.pdf
https://nau.edu/wp-content/uploads/sites/14/Graduate-Assistant-Reflection-and-Evaluation.pdf
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Appendix D: Resolving Problems 

Checklist for Resolving Graduate Assistantship Payroll Problems 
 

Graduate assistants should allow 5 working days from the date the assistantship letter 
of appointment letter is received in the Graduate College for benefits to be entered on 
their LOUIE financial aid summary. 

 
Student/Graduate Assistant did not receive a paycheck? 

�x Did the supervisor complete the New Hire Packet initiated through the 
department? 

�x If graduate assistants have not worked for NAU within the last 6 months, they 
must complete a New Hire Packet prior to the first day of work. They should 
receive the New Hire Packet in an email initiated through their department. 

�x Did the New Hire Packet and the letter of appointment arrive in the payroll before 
the deadline for the current pay period? 

�x Has the graduate assistant completed the required training? It is mandatory that 
all graduate assistants complete the required Training. The payroll and financial 
aid information will not be processed until all of the training has been completed. 

Checklist for Resolving Health Insurance Benefit Problems 
 

Health insurance benefit is not showing on the graduate assistant’s account? 
�x Did the graduate assistant enroll in the student health major medical insurance 

plan at the time of registration? Students must enroll each semester. If not 
enrolled, graduate assistants should call 928-523-6343 within 14 days of the 
beginning of classes. 

�x Is the graduate assistant enrolled for 9 credit hours? If there are extenuating 
circumstances that the graduate assistant feels justify an enrollment below 9 
credit hours, a Exception to 9 Units form (available on the “Forms” page of 
the Graduate College website) must be submitted. A request must be made 
for each semester the exception is needed. Approval is not automatic. 

�x Is the graduate assistant working 20 hours per week? Only graduate assistants, 
who work 20 hours per week, for the entire semester, are eligible for the student 
health insurance benefit. 

�x Did the letter of appointment arrive in the Graduate College before financial aid 
disbursement? Please allow 5 working days for processing of benefits. 

 

For  questions,  contact  the Graduate  College  Assistantship/Fellowship  Office  at 
GATW@nau.edu or  928-523-5323 

 

Revised May 2023 



 


