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 Office:  612-624-1818 
 
 
 
Date 
 
Legal First Name, Last Name (Preferred First Name Last Name if available) 
Student ID: 
 
Dear [Legal First Name (Preferred name if available)], 
 
I am very pleased to offer you a graduate assistant (GA) position at the University of Minnesota. This is a 
[single-semester OR academic year] graduate assistant appointment.  
 
[If applicable, include this section - otherwise, DELETE] The University recognizes that your preferred 
name is "[Click here and type Name]" , however for the purpose of taxes and other legal documents 
outlined at https://z.umn.edu/LegalName we are required to include your legal 
name, "[Click here and type legal Name]" , in this document. 
 
Your appointment is subject to satisfactory academic progress toward your degree, satisfactory 
performance of assistantship duties, and the availability of departmental funding. You are responsible for 
continuing to comply with any and all licensing, certification, work eligibility, and other requirements for 
the position, as outlined in the position description.  
 
For instructional appointments, all courses are subject to cancellation if minimum enrollment numbers 
are not attained. If your course(s) is canceled and we are unable to identify another course for you to 
teach, this offer of employment will be withdrawn. 
 
 

Appointment Details 

Job Classification: [classification name and job code number] 

Appointment Title: [working title as determined by department] 

Department: [name of department] 

Reports To: [Name of direct supervisor and email] 

Percentage of Appointment: [% time] [standard hours per week] 

Chartstring: [EFS] 

Hourly Pay Rate: BA $27.00; MA $29.27; PhD $35.98 (based on degree earned) 

Work Location: [work location, list any required travel] 

Start and End Date: [Start end dates of the appointment] 

Instructional Assignments(s): [Course Number], [Course Title] - [Number] Credit(s), Supervisee(s) 

https://z.umn.edu/LegalName


HR Contact: Cecilia Colizza, sph-hr@umn.edu 

Payroll Contact: Kelly Rosemark, epichpay@umn.edu 

 
Job Responsibilities: 
Your position includes the following work responsibilities. [attach position description or enter job duties 
here] 
 
Anticipated Schedule: 
[if the set schedule is generally known, include any known mandatory meetings and any hours expected 
beyond weekdays, 8:00 am-4:30 pm, office hours are set by GA unless indicated here]. 
 
Academic year graduate assistantship appointment dates are standardized across each University campus 
for payroll and benefits purposes. Your individual work schedule corresponds to the actual course, 
practicum, or student teaching calendar dates and is determined in consultation with your supervisor, 
which may be subject to change. 
 
Employment Contingencies:  

• Eligibility for a Graduate Assistant position requires that you are enrolled in a graduate program 
at the University of Minnesota. 

o Fall/Spring Semester: Regular assistantships require six credits: Advanced Masters and 
Ph.D. Candidates require one credit. Exceptions for fewer credits may be requested (see 
website for details). 

o Registration must be completed by the second week of classes and maintained for the 
semester. Withdrawal from all credits results in termination of the assistantship. 

• The University of Minnesota is required by law to verify the identity and work eligibility for 
all employees, whether U.S. citizens or not, by filing an Employment Eligibility Verification 
Form I-9. The University uses the online version of Form I-9 and E-Verify. You must complete 
the I-9 Form—both Sections 1 and 2—on or before your first day of work for pay. 

o Start by submitting Section 1 of the I-9 Form on or before your first day of work for pay. 
The employer name or code is 13636. 

o Section 2 will be completed on or before your first day of work for pay and requires you 
to provide the required I-9 documentation to establish your identity and authorization to 
work. 

 
Payroll:  

• The pay period is 14 days in length and you will be paid bi-weekly (every other Wednesday). 
You may expect your first paycheck on [include first paycheck date]. A complete payroll 
calendar can be found: Payroll and HRMS Calendars.  

• Your position fits one of the “Student-Employees” exemptions from the overtime provisions of 
the Fair Labor Standards Act and applicable Minnesota law. 

• Deductions will be taken from your paycheck as required by law for federal and state income tax 
withholding. There will be a deduction of 6.2% for Social Security (Old-Age, Survivors, and 
Disability Insurance) up to the applicable income limit and 1.45% for Medicare unless you are 
temporarily present in the U.S. on an F-1, J-1, M-1, and Q-1 visa, and a nonresident for income 
tax purposes under section 7701(b) of the Internal Revenue Code (other conditions also apply). 
Social Security and Medicare taxes may be called “Federal Insurance Contribution Act” or 
“FICA” taxes. You may elect voluntary deductions for employee benefits. 

 
 
 
 
 
 
Additional Appointment Information:  

https://policy.umn.edu/hr/gradstudentemployment-appa
https://z.umn.edu/I-9_Section_1
https://hr.umn.edu/HR-Community/Payroll-Administration/Payroll-and-HRMS-Calendars


• This position is represented by the Graduate Labor Union - United Electrical, Radio and Machine 
Workers of America Local 1105. A copy of the current collective bargaining agreement is 
available on the Office of Human Resources (OHR) website. Under Minnesota law, new 
employees have the right to meet with Union representatives within their first 30 days of 
employment. New employees are allowed 30 minutes of paid time, plus the time it takes to travel 
to and from the meeting location per the collective bargaining agreement. 

• As described in Article 6 of the collective bargaining agreement, you may review your personnel 
file upon request and have the right to place a written response to any documents in your 
personnel file. The University will provide any requested documents within seven (7) calendar 
days. 

• As a Graduate Assistant, you qualify for enrollment in the Graduate Assistant Health Insurance 
Plan if the work hours meet at least 195 hours per semester. You may pick up an enrollment 
packet from your department or the Graduate Assistant Health Insurance Office at N323 Boynton 
Health Service. You are also eligible to enroll your dependents for dependent health insurance 
under the same plan in which you enroll, with the University subsidizing a portion of the cost of 
the dependent premiums as well. Please refer to Graduate Assistant Health Insurance Plan 
materials online for additional information on enrollment.  

• This appointment is eligible for Minnesota Earned Sick and Safe Time. 
• This appointment includes leaves of absence benefits as described in Article 23 of the collective 

bargaining agreement. 
• Other pay provisions, including potential changes in salary, are described in the collective 

bargaining agreement.  
• Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations law 

(Minnesota Statutes §181.939) gives pregnant and lactating employees certain legal rights. 
• Information regarding tuition and fee benefits is available on the OHR website. 
• Time dedicated to meeting academic requirements beyond those assigned by the supervisor or 

included in the appointment letter will not be considered work hours and will not be counted 
toward the standard hours appointment. This includes but is not limited to, time spent by a GA 
writing or defending their thesis or dissertation. Outside of the duties noted above or attached, 
this position does not include any time dedicated to meeting academic requirements.  

 
FERPA Communication and Release:  

• Under the Public Employment Labor Relations Act (“PELRA”), the Union has rights to 
information; however, as a student, the Family Educational Rights and Privacy Act ("FERPA") 
regulates the disclosure of certain information in a GA’s student record. More information and a 
FERPA Release Form is available for your use. 

• The Union is the GA’s exclusive bargaining representative; 
• The Union has a legal obligation to represent the GA when they are engaged in bargaining unit 

work, and to do so, the Union may need certain information about its unit members to enforce the 
collective bargaining agreement, which covers pay and other terms and conditions of 
employment; 

• To avoid any conflict between the Union’s right to access this information, under PELRA and 
FERPA, which regulates the disclosure of certain information in a GA’s student records, the GA 
will be asked to complete and sign the FERPA Release Form listed above.  

• If the FERPA release is completed, it will remain in effect for the duration of your employment 
unless otherwise changed. To change this submission at any time, please complete this GA 
FERPA change form.  

• If you have questions about the FERPA Communication and FERPA Release Form and/or how 
the information shared with the Union may be used, please contact: 

o GLU-UE Union: Alex Provan, alex.provan@ueunion.org 
o University of MN: Graduate Assistant Employment Office, gaesinfo@umn.edu 

 
I am happy to answer any questions or provide further clarity on your appointment. Should you accept 
this position, return the enclosed copy of this letter within five (5) business days with your signature and 
date indicating that you have read and fully understand the employment provisions. Please make an 

https://z.umn.edu/GA_CBA
https://z.umn.edu/GA_CBA
https://shb.umn.edu/health-plans/gahp-home
https://shb.umn.edu/health-plans/gahp-home
https://shb.umn.edu/health-plans/gahp-home
https://hr.umn.edu/Benefits/Vacations-and-Time/Earned-Sick-and-Safe-Time
https://z.umn.edu/GA_CBA
https://z.umn.edu/GA_CBA
https://z.umn.edu/GA_CBA
https://z.umn.edu/GA_CBA
https://www.dli.mn.gov/sites/default/files/pdf/WESA_employee_notice.pdf
https://hr.umn.edu/Jobs/Graduate-Assistant-Employment/Graduate-Assistant-Tuition-Benefits
https://docs.google.com/forms/d/e/1FAIpQLSew4e1nqpKrgX_EXCJNF9fYECJ-QYZn6z4IJDdLihgVRepiRg/viewform
https://docs.google.com/forms/d/e/1FAIpQLScwlSuPc4HecOBYgohbaGYpk0ePtjWIuezoLhH0-Qz5OvfOXg/viewform?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLScwlSuPc4HecOBYgohbaGYpk0ePtjWIuezoLhH0-Qz5OvfOXg/viewform?usp=sharing
mailto:alex.provan@ueunion.org
mailto:gaesinfo@umn.edu


appointment with Kelly Rosemark at epichpay@umn.edu so that appropriate documents connected with 
your acceptance of this new position may be completed. 
 
We look forward to working with you and anticipate your employment here will be rewarding to you and 
the Division of Epidemiology and Community Health. 
 
Sincerely, 
 
 
 
[Supervisor Name] 
Title 
 
 
cc: Employee File 
 
 
I accept this position and the terms and conditions of employment described in this letter. 
 
 
 

   

Graduate Assistant Signature                     Employee ID/Student ID Number Date 

 

The employer's legal name, address, and phone number is University of Minnesota, 100 Donhowe 
Building, 319 15th Ave. SE, Minneapolis MN 55455; (800) 756-2363. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This document contains important information about your employment. Check the box at left to receive 
this information in this language. 
 



 
 

 


