Information for Graduate Program Committee and Graduate Program Staff
Graduate Student Union and Bargaining Contract
Appointments

1.  Incoming students must be notified of their appointments no later than April 1; they have until April 15 to respond.

2.  Continuing students whose appointments begin in Fall Quarter must be notified of their appointments no later than June 1.  Students will have 2 weeks from the date of the offer to respond to the offer, unless there are exceptional circumstances (as defined by the contract).

3.  Students whose appointments begin in any other quarter must be notified at least 30 days prior to the beginning of the work assignment and will have one week to respond to the offer, except in exceptional circumstances.
An exceptional circumstance is when the appointment cannot be filled by the notification deadline or a situation where an appointment has been vacated due to an unforeseeable circumstance.

4.  Students who are not initially offered an appointment or reappointment must be provided a written notice of their status as alternate candidates following the same notification deadlines above:  April 1 for incoming students, June 1 for continuing students whose appointments begin in fall quarter, and 30 days prior to the start of the work assignment for students whose appointment begins in a quarter other than fall quarter.

Appointment Letters 

Appointment letters must contain the following information:

1.  Appointment title

2.  Appointment FTE or expected hours for hourly appointees

3.  Effective dates and duration of appointment

4.  Hiring unit

5.  Hiring contact

6.  Summary of the nature of required duties

7.  Salary/wages

8.  Health & other applicable benefits

9.  Costs of tuition or fees that required as a condition of employment
10.  Tuition and fee waiver or exemption info

11.  Response requirements

12.  A statement that the position is covered by the collective bargaining agreement

13.  The current collective bargaining contract website address

Job Descriptions

At least 3 weeks before the beginning of each quarter ASEs must be provided with a job description for that particular quarter.  The job description must contain the following information:

1.  assigned course, lab, or research project

2.  faculty member or supervisor to whom the ASE will report

3.  procedures used for evaluation

4.  course meeting times and location

5.  maximum number of students for whom the ASE will be responsible

6.  office hours

7.  training programs

8.  work location

The job description may be provided once, at the beginning of the appointment, for ASEs whose job description is not expected to change for the year.  If their appointment does change they must be provided with a new job description as soon as possible but no later than 3 weeks before the new assignment begins.  In exceptional situations ASEs can be given the job description (or changes to a job description) as soon as practicable, but in no case should it be provided later than the first day of the work assignment or reassignment.

Copies of the appointment letters and job descriptions for each ASE should be filed in the student’s personnel file, which is maintained by the Graduate Program Assistant and located in the Student Services Office.
Files

Personnel files must be separate from academic files.  The personnel file should exclude all academic records and academic applications submitted to the University.
Graduate Student Orientation

The Union must be provided 30 minutes at the Department’s orientation for new graduate students.  This does not count towards the 220 hours of work.

Provide information on intellectual property and scholarly misconduct.

