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Welcome From the Dean

Dear Graduate Assistants,

On behalf of Central Michigan University and the College of Graduate Studies, we are pleased
to welcome you to the family of more than 500 graduate students serving as graduate assistants
at CMU. Regardless of your specific duties as a graduate assistant, whether it is administrative,
research, or teaching, your work is central to the core mission of the university. At the same
time, the assistantship provides you with a wonderful opportunity to learn. In order for your
graduate assistant experience to be as positive and successful as possible, members of the CMU
academic community have developed this Graduate Assistant Handbook. The handbook is de-
signed to facilitate your work in the coming year.

The publication begins with an overview of CMU and continues with tips for managing your
life as a graduate student and assistant. The balance of the handbook is organized into two sec-
tions: (1) policies and procedures relating to graduate assistant appointments, and (2) university
resources that may help with assistantship responsibilities. We urge you to carefully review this
handbook.

Portions of this handbook are excerpted from a number of CMU publications. Hopefully, you
will find the information helpful; however, it should not replace any graduate assistant hand-
books or manuals provided by your department. Information contained in such handbooks or
manuals would be more specific to your discipline and likely would prove to be another valu-
able resource for you.

We expect that your experience as a graduate assistant will be both challenging and rewarding.
Please contact a College of Graduate Studies staff member if we can be of assistance to you.

Sincerely,

Roger L. Coles, Ed.D., Interim Dean
College of Graduate Studies



College of Graduate Studies Staff

The College of Graduate Studies, located in Foust Hall, is the administrator of all graduate poli-
cies, both on and off campus. The College of Graduate Studies addresses all types of questions,
concerns, and situations affecting graduate students throughout their education, beginning with
graduate admissions and continuing through to awarding graduate degrees.

College staff members are available to answer your questions or assist you during your time at

CMU.

Office of the Dean

Roger L. Coles
Interim Dean

Robin Harris
Executive Secretary to the Dean

Lisa Boyd-Devers
Assistant to the Dean

Robert Hassen
Graduate Recruitment Coordinator

Carolyn Studebaker
Graduate Council & Thesis Secretary

774-6099
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774-4890
mcdonlrk@cmich.edu

774-1318
boydllm@cmich.edu

774-1708
hasselr@cmich.edu

774-1527
studelca@cmich.edu

Graduate Student Services

Judy Prince
Director

Kelly McDonald
Secretary to the Director & Graduate Student
Services Specialist (N-S)

Courtney Johnson
Graduate Student Services Specialist (A-F)

Gayla Levely
Graduate Student Services Specialist (G-M)

Christine Colebank
Graduate Student Services Specialist (T-2Z)

774-1059
princljl@cmich.edu

774-7351
mcdonlkk@cmich.edu

774-7352
wellsicl@cmich.edu

774-4416
levellgg@cmich.edu

774-1804
coleblcm@cmich.edu




Graduate Assistantship Appointments,
Policies & Procedures

All policies and procedures relating to graduate assistantships can be found in the Graduate Bulle-
tin at: bulletins.cmich.edu.

Assistantship Eligibility

o Student must be admitted to the College of Graduate Studies (regular, conditional, concurrent,
or non-degree admission).

« Students with concurrent status must have permission from the Dean of the College of Gradu-
ate Studies.

« Other hiring criteria are determined by the unit responsible for the assistantship.

Types of Assistantships

Administrative. The responsibilities and funding for graduate administrative assistants are di-
verse and placements are among various department and offices across campus.

Research. Graduate research assistants may be funded with departmental monies, but more often
they are funded through grants and contracts. Graduate research assistants generally are assigned
to assist individual faculty members with their research. The nature of the assistance varies by
discipline and can involve a variety of activities (e.g. library work, proposal writing, data gather-
ing, data analysis, etc).

Teaching. Graduate teaching assistants generally are supported with departmental funds allo-

cated through CMU?’s regular budgeting process. Graduate teaching assistants may be assigned

responsibilities for:

o A self-contained class

o Laboratory or discussion class accompanying a faculty taught lecture class

o Assisting a faculty member with teaching-related tasks (e.g. grading papers, meeting with stu-
dents, preparing class materials, assisting during class, etc).



Assistantship Requirements

The specific responsibilities for a graduate assistant are determined by the hiring department
and faculty supervisor. Graduate assistant appointments require that a student maintain a cumu-
lative graduate grade point average of 3.0.

Other assistantship requirements include:

Academic year appointments. Graduate assistants must register for and maintain a minimum
of 6 semester hours of graduate-level credit at CMU.

Summer session appointments. Assistants must register for and maintain:

e Research: 1 hour of graduate-level credit
e Teaching: 1 to 6 hours of graduate-level credit

Duration of Appointments

Most graduate assistant appointments are for an academic year (fall and spring semesters).
Appointments may, however, be for a single semester or may include summer sessions.
Graduate assistants follow the same calendar as faculty (e.g. they are expected to start work the
week before classes and continue through the week of final exams). Graduate assistants are not
expected to work during periods when classes are not in session (e.g. Thanksgiving break,
spring break, between semesters). However, the responsibilities of the appointment often
require that students complete work during “break time”.

Michigan Residency

For the purpose of determining tuition rates, graduate assistants are classified as Michigan resi-
dents. For students working on master’s or specialist’s degrees, the Michigan resident classifi-
cation is in effect only during the academic year of the award (including the subsequent sum-
mer). If working toward a doctoral degree, this classification remains in effect for the duration
of the student’s stay at CMU.



Fellowship, Other Employment

Fellowships and assistantships. Unless special permission is granted by the Dean of the Col-
lege of Graduate Studies, only graduate students who hold King/Chavez/Parks Future Faculty

Fellowships may also have a graduate assistantship. Recipients of a graduate research fellow-
ship or doctoral research fellowship may not have a graduate assistantship.

Other employment. Full-time graduate assistants (employed 20 hours/week) are working the
maximum allowed for on-campus employment (20 hours/week). Thus, they may not have addi-
tional on-campus employment while classes are in session during the term of their employment
as graduate assistants.

Fees, Financial Aid, and Tax Liability

Fees. Graduate assistants are responsible for all special fees owed to the university.

Financial Aid. Earnings from graduate assistantships are not counted as financial aid for pur-
poses of qualifying for Federal Stafford Loans. However, graduate assistant earnings are con-
sidered employment resources to apply against need for other financial aid programs.

Tax liability. The portion of the assistantship that is payment for tuition, fees, books and
required equipment is not taxable. The portion of the assistantship that is a payment for
services is subject to federal and state tax and to FICA (social security). The university
withholds taxes and FICA from graduate assistant paychecks.

Termination

A graduate assistant who feels unable to continue with his/her responsibilities should contact
the faculty supervisor and the department chairperson or graduate coordinator to discuss being
relieved of the responsibilities of the assistantship. Both the student and the department repre-
sentative are encouraged to cooperate in reaching a solution that is mutually acceptable. If a
graduate assistant appointment is terminated—either voluntarily or involuntarily—the student
forfeits the unused portion of the tuition scholarship.

Graduate assistantships also may be terminated by the university if the graduate assistant:

« Fails to register for and maintain at least 6 semester hours of graduate-level credit during
each semester of the assistantship (except summer, which has different requirements).

o Does not maintain a cumulative graduate grade point average of 3.0.

o Receives more than one incomplete (I) grade per semester



Privileges

Library. Graduate assistants are given faculty library privileges, allowing them to check books

and materials out for six months.

Important Links

Central Michigan University

College of Graduate Studies

Faculty Personnel Services

Office of Research and Sponsored Programs

Affirmative Action & Sexual Harassment
Information

Family Educational Rights and Privacy Act
(FERPA)

Research Integrity Policy

Academic Integrity Policy

Drug-Free Workplace

www.cmich.edu

www.grad.cmich.edu
www.fps.cmich.edu
www.orsp.cmich.edu
www.cmich.edu/aaeo
www.registrars.cmich.edu/records/
confidentiality.htm
www.orsp.cmich.edu/research/policies/

default.shtml

http://academicsenate.cmich.edu/NonCad/
ACADEMIC_INTEGRITY_POLICY .pdf

www.cmich.edu/Documents/General%
20Counsel/manual/p03025.pdf




Campus Resources

The offices and departments listed below offer services for undergraduate students, the student
population many graduate assistants serve. However, many of these groups also offer the same

services for graduate students.

These offices and departments are divided into three categories: Academic Student Services,
Student Health and Welfare Services, and Student Support Services.

Academic Student Services

Academic Advising and Assistance

English Language Institute

Writing Center

www.cmich.edu/
Academic_Advising_and_Assistance/
Academic_Advising.htm

774-7506

www.eli.cmich.edu
774-2567

http://writingcenter.cmich.edu/index.htm
774-1228

Student Health & Welfare Services

Counseling Center (including drug & alcohol abuse)

Health Services

Human Development Clinic

Listening Ear

CMU Police Department

Sexual Aggression Services

Speech, Language, and Hearing Clinics

www.counsel.cmich.edu
774-3381

www.healthservices.cmich.edu
774-5693

www.cse.cmich.edu/clinic
774-3532

www.listeningear.com
772-2918

www.police.cmich.edu
774-3081

www.cmich.edu/dean-of-students/saserv.htm
T74-6677/774-2255 (crisis line)

www.chp.cmich.edu/academics/sh_clinics.htm
774-3904




Support Services

Career Services

Office of Gay & Lesbian Programs

Minority Student Services

Native American Programs

Office for Institutional Diversity

Office of International Education

Office of Student Life

Receivable Accounting

Registrar’s Office

Scholarships & Financial Aid

Student Disability Services

Student Employment Services

Student Ombuds Officer

Veteran’s Programs Office

WWW.careerservices.cmich.edu
774-3381

www.diversity.cmich.edu/glp/main.htm
774-3637

http://diversity.cmich.edu/mss/
774-3945

http://www.diversity.cmich.edu/nativ/
774-3945

http://www.diversity.cmich.edu/
774-3700

www.oie.cmich.edu
774-4308

www.stulife.cmich.edu
774-3016

www.cmich.edu/Receivable_Accounting.htm
774-3618

www.registrars.cmich.edu/
774-3261

http://financialaid.cmich.edu/
774-3674

www.cmich.edu/
Student_Disability_Services.htm
774-3018/774-2568 TDD

http://ses.cmich.edu/default.htm
774-3881

www.cmich.edu/ombuds
774-3010

http://financialaid.cmich.edu/vet.shtml
774-3674




Handling Emergencies

Campus Safety

From the CMU Workplace Violence Policy:

Any employee who witnesses, is informed of, or is the object of, any threat or violent act is
strongly encouraged to immediately report the matter to the CMU Police Department, Human
Resources, or Faculty Personnel Services.

If the situation is perceived to present immediate danger, and/or if there are any weapons visible
or implied call the CMU Police Department x 911 and give the Police Dispatcher your office
location and relevant details of the problem or incident (if the situation involves an off-campus
locations, call 911 or local police to report the matter).

A website has been developed for all CMU faculty through the combined efforts of the Faculty
Center for Innovative Teaching, The Office of Student Life, and the Counseling Center as a re-
sult of an increased awareness of violence on college campuses. The website covers such top-

ics as: violence prevention and responding to disruptive behavior, what to do during an emer-

gency, crisis aftermath and coping, and balancing privacy and security.

Websites, Plans & Procedures, Policies & Laws

e Violence Prevention & Crisis/Emergency Information for Faculty: www.facit.cmich.edu/
crisis/index.shtml

o Emergency Preparedness Website: www.cmich.edu/emergencyprep/

« Building-Specific Emergency Action Plans: www.ess.cmich.edu/
emergency_action_plans.index.htm

o Concerns with Student’s Health, Safety, and Behavior: Procedures to Follow:
www.cmich.edu/dean-of-students/concerns.htm

o Crisis Response Plan: www.hrs.cmich.edu/avp/crisis-response.htm

e Campus Security Act of 1990: www.hrs.cmich.edu/policy/campus-security-act.htm

o Code of Student Rights, Responsibilities, and Disciplinary Procedures: www.cmich.edu/
policies-procedures/code-student-rights.htm

e Workplace Violence Policy: www.cmich.edu/gencounsel/manual/p03002.pdf



Handling Emergencies

Safety Sense

Most accidents are caused by the failure to recognize unsafe acts that could result in injury or
iliness. Taking safety seriously means as a member of the university faculty, you are required to
comply with all university safety policies and guidelines. All university environmental and
safety polices and guidelines are located online at www.ess.cmich.edu. Every faculty member
of the university is required to attend a Right-to— Know training session as well as various de-
partmental safety training sessions.

Every employee is responsible for immediately reporting any injury which occurred at work, no
matter how slight, or any accident that causes damage to property to his/her supervisor. Report
all injuries to Workers Compensation by calling x7177. Report significant property damage to

Risk Management and Insurance at 3741.

Before You Begin Your Work

Workhops:

e Right to Know: www.cmich.edu/HR_Home/Strategy and_Org_ Development/
Star_Core_Courses.htm

Chemical Safety: www.cst.cmich.edu/safety/chemsafety.htm

Bloodborne Pathogens: www.cst.cmich.edu/safety/biosafety.htm

Industrial Safety: www.cst.cmich.edu/safety/indsafety.htm

Respiratory Protection: www.cst.cmich.edu/safety/respsafety.htm

Hazardous Waste Disposal: www.cst.cmich.edu/users/stock1lj/hazwaste.htm
Fire extinguisher Training: www.fireextinguisher.com/

CPR Training: www.ehs.cmich.edu/css/prepforgrad/FirstAidCPR.asp

Have a Plan:

e Know what to do in case of an emergency

« Know and follow all of your department’s safety procedures (i.e. chemical hygiene plan)
e Use the required protective clothing and equipment

o Never store anything in stairwells, in front of doors or halls for fire escapes, or in front of
fire extinguishers

Keep your work area clean and clean up spills promptly

o Keep all fire doors closed and do not prop open



Blood-borne Pathogens

A medical emergency no longer means just providing medical assistance to the ill or injured.
The providers must have received training and developed the skills and knowledge to prevent
the transmission of blood-borne diseases such as Hepatitis B Virus (HBV), Hepatitis C Virus
(HCV), and Human Immunodeficiency Virus (HIV). The Hepatitis B Virus causes hepatitis, a
potentially fatal liver disease, and HIV causes Acquired Immunodeficiency Syndrome (AIDS).
Both of these diseases can enter the body through the mucous membranes or through breaks in
the skin, such as a hangnail or chapped skin.

At the university, the most common exposure to HIV, HBV, HCV, and other blood-borne
pathogens occurs when a faculty or staff member or a student with an open sore or injury comes
into contact with infectious material or fails to wear the proper personal protective equipment.
The Michigan Occupational Safety and Health Administration (MIOSHA) Blood-borne Patho-
gen Regulation requires any employee who has reasonable anticipation of exposure to blood or
body fluids containing blood, without regard to personal protective clothing will receive
training. Each department with employees who have this potential for exposure have developed
a written Blood-borne Exposure Control Plan, which will require the use of universal precau-
tions, personal protective equipment suitable for the job/activity, labeling of biohazardous
waste, routes of transmission, availability of the Hepatitis B vaccine and reporting all possible
exposures within 24 hours.

Take a few minutes with your supervisor to review your job description to determine if there is
a reasonable expectation of exposure to any blood-borne pathogens during your employment.
If a reasonable possibility exists or you and your supervisor have questions, contact University
Health Services (7177) or Environmental and Safety Services (7398) for information or train-

ing.

If in the course of your job you have or suspect you have had an exposure incident
IMMEDIATELY CONTACT YOUR SUPERVISOR AND UNIVERSITY HEALTH SER-
VICES (7177—-after hours contact Central Michigan Community Hospital) so treatment may
begin at once, as well as workers compensation.

Remember, it could take only one exposure to contact HIV or HBV; however, it is possible to
protect yourself from blood-borne pathogens during your employment by knowing the facts and
taking proper precautions.



Chemical Safety

Consult your department’s chemical hygiene plan or laboratory safety procedures to protect and
prevent accidents and injuries while using chemicals.

Before each procedures:
e Read chemical labels and MSDSs
e Know the hazards of the chemicals you work with, how they react, and how they affect you

Examples of personal protective equipment:
Safety glasses with side shields
Chemical goggles

Face shields

Gloves

Aprons

Safety shoes or boots

Use personal protective equipment that fits you and that matches the hazards with which you
are working. Inspect your personal protective equipment before and after use. Look for dirt,
tears, and scratches. Replace as needed. Maintain personal protective equipment by following
manufacturer’s instructions for care and cleaning. Store in a clean dry area. If unsure of what
PPE is required or to obtain MSDS, contact Environmental and Safety Services (7398/
www.cmich.edu/Environmental_and_Safety Services.htm).

Respirator Protection

Prior to using an OSHA-approved respirator—either air purifying (including paper dust masks)
or air supplying—you must have training on the respirator’s limitations, fit testing to ensure
that the respirator fits your face, and medical approval to ensure you can wear a respirator. All
of this must be done through Environmental and Safety Services (7898/www.cmich.edu/
Environmental _and_ Safety_ Services.htm).



Handling Chemicals

Follow your department’s prudent practices for handling hazardous chemicals. Do not handle
unless you have read and understand the chemical hygiene plan.

o Dispense hazardous liquids carefully.

e Do not rely on your sense of smell.

e Never mix chemicals unless you know how to do it safely
o Store chemicals in approved ventilated areas

o Close containers immediately after use

e Do not block ventilation ducts or pipes with chemicals

o Dispose of chemicals safely

o Keep your work area clean and uncluttered

Chemical Spills

Only incidental spills in which there is no fire hazard and there are low to
moderately toxic materials in small amounts which can be absorbed, contained, or other wise
controlled by employees in the immediate release area can be cleaned up faculty members.

If the spill is of an unknown nature, is immediately dangerous to life and health, poses a threat
to personnel or the surrounding area, or is corrosive, ignitable,

reactive, or toxic, then the spill must be cleaned up by members of a hazardous clean-up re-
sponse team. See the chemical hygiene plan for further details.

In the event of a hazardous spill requiring a hazardous clean-up response team, the following
steps should be taken.

e Turn off sources of ignition and close doors to the affected area

o Evacuate the area along with all personnel

o Call 911 and report the location, chemical, quantity, and extent of the problem

e Notify Environmental and Safety Services (7398)



Hazardous Gas Leaks

For any known or suspected gas leak, the following steps should be taken:

Turn off the gas source if possible.

Turn off or remove all sources of ignition. Do not turn off any electrical devices (light, ma-
chinery, etc).

In case of a natural gas leak, immediately notify CMU Police (911)

Evacuate the room and shut the door

Meet outside the building at a preplanned location

If you have any questions concerning these practices, contact the Dean of Students (3346), Fac-
ulty Personnel Services (3368), or Human Resources (3271).



2009-2010 GA Pay Schedule

Graduate assistants are salaried employees but are paid on the biweekly hourly payroll to ac-
commodate those instances where the GA is also an employee. GA salaries are spread over the
pay periods which most closely correspond to the academic year and subsequent summer ses-
sions. Please remember that the bi-weekly payroll has a two-week lag time before the actual
pay date.

Fall Semester 2009 Pay Date Pay #
09/17/09 1
10/01/09

10/15/09
10/29/09
11/12/09

11/26/09

12/10/09

12/24/09

Ol N]J]OoOO O]l DN

01/07/10

Spring Semester 2010

01/21/10 10
02/04/10 11
02/18/10 12
03/04/10 13
03/18/10 14
04/01/10 15
04/15/10 16
04/29/10 17
05/13/10 18
Summer Session 1 2010
05/27/10 19
06/10/10 20
06/24/10 21
07/08/10 22
Summer Session 11 2010
07/22/10 23
08/05/10 24
08/19/10 25

09/02/10 26
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