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INTRODUCTION

The purpose of this manual is to provide policy and procedure information for Georgia
Institute of Technology graduate students who have been offered support as Graduate
Research Assistants (GRAs) or Graduate Teaching Assistants (GT'As) on funds managed
through the School of Electrical and Computer Engineering.

Some of these policies are specific to the school; others are broader and apply throughout the
Institute. All must be followed to assure proper payment of the stipend and eligibility for the fee
reduction.

This manual is not intended to be an exhaustive set of rules. The policies and procedures ofthe
Board of Regents of the University System of Georgia, as well as those issued by the central
administration of the Georgia Institute of Technology, supersede the information contained in
this document.




THE APPOINTMENT PROCESS

Applyving for Assistantships

Applicants for admission into the ECE graduate program are considered for assistantships based
on information supplied via the online admission application. Important: Returning GTAs must
submit a GTA application, each semester, to maintain the GTA offer listed in their original offer
letter.

Students who have GTAs are contacted by email before the start of the next term and asked to
indicate their interest in continuing employment.

A GTA application must be filed by the deadline specified in the email to be

considered for a teaching assistantship.

Assistantship Offers

All ECE assistantship offers are made through the ECE Graduate Affairs Office.
Although faculty members may recommend students to be considered for Graduate

Teaching Assistantships, the ECE Graduate Affairs Office determines which students will
receive GTA offers.

A faculty member who wishes to hire a student as a Graduate Research Assistant (GRA)
must submit the GRA hire request via Georgia Tech’s EAGER hiring system.

Once approved by the faculty member’s accountant and the ECE Graduate Affairs Office,
an offer letter is prepared and presented to the student.

No assistantship offer is valid until an offer letter, signed by the Associate Chair for
Graduate Affairs, is received.

Any student whose GTA appointment has been terminated for any reason must file a new
GTA application before they can be rehired. In the case of a GRA, the hiring faculty
member would also have to file a hiring request in EAGER so that a new offer letter could
be generated.

Students who have been employed at Georgia Tech and have had a termination in their
service must complete new hiring paperwork with the Office of Human Resources when
hired into a new position.




Academic Progress

e Students supported as GRAs or GTAs are full-time students and part-time employees.
e Students supported as GRAs/GTAs are expected to make good academic progress

and complete their degrees within the times delineated in the ECE Graduate
Handbook.

e The duties assigned to the assistantship appointment should not interfere with the
academic program or progress toward completing the degree.

e DM.S. students must maintain overall grade point averages (GPA) of 2.7 to remain in
"good" academic standing. PhD students must maintain a 3.0 GPA.




GENERAL INFORMATION

Wortkloads

The School of Electrical and Computer Engineering offers Graduate Research and Teaching
Assistantships on a one-third time and one-half time basis.

e Students with one-third time appointments work 13 to 15 hours per week.

e Students with one-half time appointments work 20 hours per week.

e No Georgia Tech graduate student is permitted to work more than 50% time.

e Immigration regulations prohibit any student on an F1 or J1 visa from working more than
50% time, regardless of Georgia Tech policies.

Stipends

e Students employed as Graduate Research or Teaching Assistants are paid on the last
business day of the month.

e Georgia Institute of Technology requires that all employees (including student
employees) arrange to have their stipends/salaries paid to them by direct deposit.

e The Office of Human Resources provides the documentation needed to arrange direct
deposit along with the other forms processed at the time of hiring.

e Specific stipend amounts are included in the offer letter that is generated by the ECE

Graduate Affairs Office.

Other GRA/GTA Opportunities

e ECE students are permitted to accept teaching or research assistantships with other
academic or research units on campus.

e Other Georgia Tech academic or research units (for example: Georgia Tech Research
Institute, School of Computer Science, the School of Mathematics) aresources of potential
employment for ECE majors.

e Non-ECE entities hire independently of ECE and should be contacted directly by those
wishing to be considered for employment in those units.

e The hiring unit determines its workload and stipend guidelines (within the parameters setby
the Institute).

e Hiring units outside of ECE must advise the ECE Graduate Affairs and Accounting Offices
when they hire ECE students. This is done by entering the hiring request into GradWorks for
approval. If outside hiring unit does not use GradWorks, please send the hiring notification
email to Ms. Carol March, at cmarch3@gatech.edu.

Reduced Fees
e Graduate Research and Teaching Assistants who meet the criteria described below by the

close of registration each term is eligible for a tuition waiver.

Graduate Teaching Assistants:

Appointment at a minimum of one-third (33.33%) time and not more than one-half
(50%0)time.




Paid through the Georgia Tech payroll system.

Registered for a full-time course load of a minimum of 12 credit hours in fall, spring, and
summer semesters. At least nine hours must be degree-related letter grade and/or pass fail
courses in fall and spring semesters, and at least six hours in summer. The remaining
hours are the teaching assistantship marker course (ECE 8997-3 Audit hours).

Graduate Research Assistants:

Appointment at a minimum of one-third (33.33%) time and not more than one-half
(50%)time.

Paid through the Georgia Tech payroll system.

Must register for a full-time course load of a minimum of 21 credit hours in fall and/or
spring semesters for and a minimum of 16 hours in summer term. At least nine
hours must be degree-related letter grade and/or pass fail courses in fall and spring
semesters, and at least six hours in summer. The remaining hours are research marker
course hours (either ECE 8900 for those who have not passed the PhD Coursework
Qualifier or ECE 9000 for those who have passed the Coursework Qualifier). Research
hours are specific to the faculty member who is supervising the GRA’s research.

Reduced fees consist of all the GT required student fees.
Current fee information may be obtained at: bursar.gatech.edu.



http://www.bursar.gatech.edu/tuiandfee.php

Hourly Appointments (GA and SA)

Georgia Institute of Technology applies significant restrictions to the hiring of graduate
students on an hourly basis.

The hourly positions that graduate students can be hired as are Graduate Assistant
(GA) or Student Assistant (SA).

Hourly appointments must be approved by the Associate Chair for Graduate Affairs
before the student is hired.

Students can be hired as a Graduate Assistant (GA) if they aren’t going to do a GRA

or GTA. Graduate students cannot perform any research work while hired on

an hourly position (GA or SA).

Students who are employed hourly as Graduate Assistants (GA) must be registered
for a min of 3 credit hours and will pay tuition and feesbased on their residency
status for the course hours in which they are registered.

Students who are employed houtrly as Student Assistants (SA) can be registered for
1-2 hours or not registered at all and will pay tuition and feesbased on their
residency status for the course hours in which they are registered.

Houtly appointments are not eligible for the tuition waiver provided to students with
GRA/GTA appointments.

GRAs should be hired as a GRA each semester they are working on a project, including
summers. Students should not be hired as a graduate assistant or student assistant
while working on a project in which the student was hired as a GRA during a
previous term. Students who were supported as GRA’s in the previous semester can only
be hired on an hourly basis after providing sufficient documentation showing that the
houtly appointment is justified.

Houtrly appointments can only be used as an interim status in a single term. Students who
obtain houtly appointments cannot work more than half (50%) time if they are enrolled.
Student Assistant positions for terms when students are not enrolled in any credit hours can
be hired full time (40 hours a week), but must return and enroll the following semester. For
international students, they must talk to OIE to see if this will be in violation of any part of
their Visa.

Faculty planning to hire students on an hourly basis must contact the Associate Chair for
Graduate Affairs for clearance for the hourly hire before making a commitment to the
student.

Payroll Deduction for Student Tuition and Fees

Graduate Research and Graduate Teaching Assistants (GRA/GTA) who are paid monthly have the
option to pay all or part of the tuition and fees on their Bursar's Account through payroll deduction
from their GT earnings in these positions. Selection of this payment option is done on-line through
OSCAR and is available through the final fee payment deadline in fall, spring, and summer semesters.

* To arrange for payroll deduction students must complete GT hiring paperwork in a timely
manner. This paperwork is available on the GT’s Office of Human Resources website. In
fall semester it is also available during the Graduate Expo which is held every year prior to
the start of fall classes — location is provided through email.

* After completing the hiring paperwork, students must follow up with the accounting
department of the major school to ensure the GRA or GTA appointment has been

entered into the Payroll System. GRA and GTA appointments must be entered into




the payroll system prior to the final fee deadline for the term. If this requirement is
not met on time the option to select Payroll Deduction for the term will no longer
be available.

* When the Payroll Deduction payment option is selected through the Student Invoice
Statement in OSCAR, verification of employment will be completed to ensure that the
student in on the GT payroll system in a qualified job title and that the payroll deduction
amount selected does not exceed the expected payroll for the term. Students who are not set
up in Payroll or try to deduct more than the stipend for their position will receive an error
message.

* Payroll deductions for the term will be made in three equal installments. For example, if a
student opts to make a $1500 payment through payroll deduction in fall, $500 will be
deducted from each of the September, October, and November payrolls. In spring term,
equal deductions will be made from the February, March, and April payrolls.

* Payroll deduction will be available for the Fall and Spring and Summer semesters. In the
summer payroll deduction will be made in two equal installments in June and July.

e If a balance is owed above the payroll deducted amount, that balance must be paid by the
official fee deadlines for each semester. For example, if a balance of $2000 is owed, and the
students arranges for $1500 to be paid via Payroll Deduction, the $500 balance on the
account must be paid by the published fee deadlines listed on the Bursar website

www.bursar.gatech.edu. Failure to pay this balance in full will result in cancellation of the
class schedule and/or the GRA/GTA for the term.

For more information regarding this program, students should contact the Bursar’s Office at
https://bursar.gatech.edu/staff listing. Questions regarding the GRA/GTA appointment should

be directed to your hiring professor or to https://hr.gatech.edu/contact-us .

STUDENT RESPONSIBILITIES:

Students accepting assistantship offers must complete the following steps:

Obtain a Social Security Card

All employees must have Social Security cards. Those without cards must apply for
them before they can be employed at Georgia Institute of Technology.

International applicants for Social Security cards must be in the United States for at least 10
working days before they can apply.

Information for all international students on how to apply for a Social Security card when first
employed in US can be found at https://isss.oie.gatech.edu/content/social-security-numbers

Students working on-campus need to request a Social Security support letter from OIE. You
can request this support letter by logging into iStart and submit the "OIE On-Campus
Employment Letter Request " e-form found under SSN and Taxes. You will be required to
upload your job offer letter and a SSN letter into the e-form. The ECE Academic Office
provides the two letters needed for the upload. After completing that step, a support letter will
be generated by OIE for you and you'll be notified of pick-up options.

Once the OIE letter was secured, the students can either benefit of the dates that the Social
Security Administration is on campus to collect applications (typically on two dates at the
beginning of the fall term), or by making an appointment with the local Social Security Office.



http://www.bursar.gatech.edu/
https://bursar.gatech.edu/staff_listing
mailto:pay.ask@ohr.gatech.edu
https://isss.oie.gatech.edu/content/social-security-numbers
http://istart.gatech.edu/

Process Hiring Paperwork

e Hiring paperwork must be completed through the GT Office of Human Resources
(OHR).

e All new student hires are done through the Administrative Services Center (ASC).
Shortly after the request has been submitted, the student will receive an email from
the Equifax Compliance Center with instructions for completing the onboarding
process.

e Once the process is complete, you will be prompted to complete further actions including the

steps at the link below:

https:/ /hr.gatech.edu/onboarding/

Register Properly

e Itis the student’s responsibility to be sure that they are properly registered before the
close of registration each term that they are supported with an assistantship.

e Improper registration can result in loss of the assistantship waiver, assessment of full
tuition and fees (based on residency status), and/or cancellation of the student’s schedule
for the term.

e Please refer to the “Proper Academic Load” section of this document for detailed
information regarding registration requirements for students with research or teaching
assistantships.

Activate and Monitor the Georgia Tech Email Account

e The official means of communication between Georgia Institute of Technology academic
and administrative units (such as ECE, the Bursars, Registrar’s, or Student Financial Aid

Offices) and students is via the Georgia Tech email account (also known as the gt account).

e Students must have active “gt” email accounts.

e The “gt” email account must be checked daily.

o Although ECE Graduate Affairs and/or other Georgia Tech entities issue improper
registration and other appointment/registration-related warnings via email, it is each
student’s responsibility to be sure that they are propetly registered.

10



https://administrativeservices.gatech.edu/onboarding-paperwork-and-i-9-verification/
https://administrativeservices.gatech.edu/onboarding-paperwork-and-i-9-verification/
https://hr.gatech.edu/onboarding/

e FECE and other Georgia Tech entities are not responsible for communication breakdowns
resulting from failure to provide a reliable means of contact or failure to respond to warning
notice.

Terms of Employment

e GRA and GTA appointments are part-time and temporary.

e The length of an assistantship appointment is stated in the offer letter

e Employment beyond the period indicated in the assistantship offer letter is
not guaranteed

e Continued employment depends on several factors including but not limited to the
following:
e Availability of funds
¢ Academic performance and degree progress
e  Work performance

GTA Responsibilities

o GTAs will receive their assignment from the GTA Coordinator each term.

e Upon receipt of the assignment, GTAs should immediately report to the faculty
member(s) responsible for the class(es) which they are assigned to support.

e GTAs must meet with the faculty member(s) to establish a work schedule and determine the
commitments required of them to appropriately fulfill their assigned duties.

e GTAs must follow the instructions of the supervising faculty member on all matters
related to their assighment.

e Specific problems or issues with individual assignments should be referred to the
Associate Chair for Graduate Affairs.

NOTE: GTAs have access to the ECE departmental copy machines in W203, GTAs who are unable
to access the copiers, should contact Zachariah Worley — (ECE’s Facilities Mgr., who islocated the
Van Leer Bldg., Room 319) to arrange copier access.

e GTAs are evaluated by their supervisors each term.

GRA Responsibilities

e Itis the GRAs responsibility to fully understand and meet the supervising faculty
membet’s expectations for GRA employment.

e The faculty member should evaluate the GRA each term and provide feedback to the
student

Office Assignments

e GRAs and GTAs who are assigned offices should contact Zachariah Worley, whose
office is in the Van Leer Bldg., Room 319, for keys, etc.

11




ABSENCE FROM GEORGIA TECH

e To be eligible for the GTA/GRA fee waiver, students must be appointed for and work the full
term.

e Specific term employment dates for each term are available through the ECE Accounting
Office, the Georgia Tech Payroll and Human Resources offices and the ECE Graduate
Affairs Office.

e Absences for Graduate Research Assistants must follow the regulations outlined in the
Georgia Institute of Technology document, “Personal Services Reporting
— Using the Plan Confirmation System,” which is located at:
https://www.grants.gatech.edu/policies-and-procedures/policies-and-procedures

e Itis understood that students holding assistantships may be away from school for official
holidays, term breaks, professional travel, personal and/or family emergencies.

e Students with teaching or research assistantships should make every effort to avoid
scheduling non-emergency travel during the term(s) in which they are employed. Non-
emergency/discretionary travel should be arranged during holiday periods and term
breaks.

e Students should obtain approval from their supervisor prior to any absence from their
assistantship responsibilities.

e Students traveling outside the U.S. or traveling away from Georgia Tech for seven
working days or longer should inform their research advisor and the ECE Graduate
Affairs Office of their travel plans. This includes travel on Institute or School-related
business.

e The ECE Notice of Absence form is filed with the ECE Graduate Affairs Office when a
seven working days or longer absence is expected. The absence form does not replace the

Georgia Tech Authorization to Travel which must also be filed when traveling on Tech or
ECE-related business.

e Students who are unable to fulfill the assigned duties of the assistantship due to absence
from Tech risk withdrawal of their GRA/GTA waiver, termination of their employment
and assessment of full tuition and fees (based on residency status).

e Termination of the GRA or GTA appointment before the official end of the term
(whether by student or the supervisor) is also subject to withdrawal of the GRA/GTA
waiver and assessment of full tuition and fees (based on residency status).

12



https://www.grants.gatech.edu/policies-and-procedures/policies-and-procedures

IMPORTANT INFORMATION FOR INTERNATIONAL STUDENTS

e International students (in other words those who are not US citizens or permanent
residents) must have an F1 or J1 visa to be employed in an assistantship position.

e Students who do not have the appropriate visa must obtain one before they seek out
GRA/GTA support.

e The process of switching to an F1 or J1 visa can be time-consuming and usually involves
leaving the country. Because this would make the student unavailable to work in the
position sought, students must have F1 or J1 status before seeking any employment in
ECE.

e Students on F1 or J1 visas are not permitted to work more than 50% time.

e International students who are applying to the Immigration and Naturalization Service for
permanent resident status must submit an "Application for Employment Authorization"
(I-765) along with the "Application to Register Permanent Residence or Adjust Status" (I-
485). If this is not done, the student cannot work until the Alien Registration card (green
card) is received.

e TEven students, who have previously been employed as graduate assistants under the F1 or]1

visas and are applying for permanent residency, cannot work unless the I-765 is filed with
the 1-485.

13




PROPER ACADEMIC LOAD

e To be eligible for the GRA or GTA tuition waiver which results in a significant reduction in the
fees paid to Georgia Institute of Technology, GRAs and GTAs are required by the Institute and
the Board of Regents of the University System of Georgia to meet certain criteria.

e The policies below are issued to assure that GRAs and GTAs are following these
requirements.

e The importance of following these policies cannot be understated (or exaggerated). Failure to
comply with them can result in loss of tuition waiver, cancellation of schedule, and/or
termination of the assistantship appointment.

e All graduate students supported with assistantships on ECE-managed funds must
register for a full-time academic load (minimum of 12 hours), including
during the summer semesters. The minimum number of degree related letter
grade and/or pass fail course hours required for proper full-time registration in any
term is nine hours in fall and spring, six hours in summer.

e All letter grade and/or pass fail course hours on a student’s schedule (including the
research marker courses ECE 7000, 9000, and 8900) are counted to determine the full
course load.

e The maximum registration allowed by Georgia Institute of Technology in fall and spring
semesters is 21 hours. The maximum allowed houts in the summer term is 16 houts. The
maximum number requirements include assistantship marker course hours which are
officially designated as “audit” hours.

e Students with research assistantships are expected to register for the maximum
hours allowed each term.

e Students with teaching assistantships who are also conducting research under the
supervision of an ECE faculty member are expected to register for the maximum hours
allowed each term.

e Students with teaching assistantships who are not conducting research should
register for a minimum of 12 hours.

e (lasses listed as ECE 9000 and ECE 7000 function as transcript indicators of Ph.D.
dissertation or MS thesis research respectively.

e Only students who have passed the ECE Ph.D. Coursework Qualifier, have selected a
research advisor, and have filed an advisor selection form signed by both student and

advisor with the ECE Graduate Affairs Office may register for the appropriate section of
ECE 9000 (Doctoral Research).

e Only students who have selected an MS thesis research advisor and have filed an advisor
14




selection form signed by both student and advisor with the ECE Graduate Affairs Office
may register for ECE 7000 (Master’s Thesis) as part of their academic load.

The “marker courses” ECE 8997 and ECE 8998 function as transcript indicators of
employment as Graduate Teaching or Research Assistants respectively.

The section of ECE 8997 or ECE 8998 appropriate to the percentage of time for which the
GRA or GTA is hired must be included in the schedule for each term that the studentis
employed with an assistantship.

Students who are researching under the supervision of a faculty member and who are not
eligible to register for a research marker course (ECE 7000 — MS Thesis Research or ECE
9000 - Doctoral Research) are to register for hours of ECE 8900 under the advisor’s
supervision during each term in which they are conducting research.

PhD and MS thesis option students who have completed all coursework will register for the
maximum allowed hours of ECE 9000 or 7000 each term as well as the GRA or GTA
marker course appropriate to their appointment.

Students still completing coursework will adjust the hours doctoral (ECE 9000) or MS
thesis (ECE 7000) by the number of coursework hours to be taken.

Student employed as GRA/GTA whose registration drops below the required
minimumbecause of withdrawing from classes after the close of registration, will
lose their tuition waiver for the term and will be assessed full tuition based on their
official residency status.

GRAs and GTAs who plan to withdraw from classes or from school must follow ECE’s
Drop/Withdraw Procedure which is both desctibed in the ECE Graduate Handbook and

sent out to all enrolled students at least once each term.

ELIGIBILITY FOR GRADUATE ASSISTANT FEES

Although graduate assistantship appointments involve the cooperative efforts of the
student, supervising faculty member, and the ECE Graduate Affairs and Accounting
Offices, it is the student who is ultimately responsible for the payment of fees.

It is the student's responsibility to complete all steps in the hiring and registration process
within the Institute's timetable for each term.

Students must be sure that the following steps are completed before the close of
registration for the term.

Assistantship Appointment

Georgia Tech policy requires that all GRA/GTAs be appointed no later than the final
day of registration for the term to be eligible for reduced tuition and fees. For GRA/GTAs
in ECE this means that:
A request to hire a student as GRA for ECE must be filed through the EAGER hiring
website by the hiring faculty member. The deadlines are communicated every semester by
the ECE Student Hiring Team.

15




The funds available for support have been certified by the faculty member’s ECE
Accountant.

For GTA positions, the ECE Associate Graduate Chair manages the assistantship openings
and makes certain that new GTA offers have been initiated when needed. All students who
are interesting in a GTA position may submit their application as instructed by the
Associate Chair of Graduate Affairs.

An assistantship offer letter has been generated by the ECE Graduate Affairs Office

and provided to the student.

All required ASC hiring paperwork has been completed.

Where necessary, a Social Security card has been applied for and documentation of
the application has been provided to OHR.

GRA/GTA Waiver Recorded

The tuition waivers are recorded by the ECE Student Hiring Team. An email notification is sent to
the student when the waiver has been entered. Students should verify the status of their waiver by
checking OSCAR (the GT on-line registration system).

16




TERMINATION OF EMPLOYMENT

e The length of employment for a GRA or GTA appointment is stated in the assistantship
offer letter that is provided to the student by the ECE Graduate Affairs office. It is also
recorded in ECE’s assistantship databases.

e Both the student and the hiring faculty member are expected to fulfill the terms of the
assistantship as outlined in the offer letter.

e Students employed in GRA or GTA positions are to be evaluated by their supervising
faculty member each term.

e FEvaluation materials are to be submitted to the ECE Graduate Affairs Office and will be
placed in each student’s file.

e In addition to filing evaluations each term, the hiring faculty member should document
poor performance with the student and the ECE Graduate Affairs Office as it occurs.

e Faculty or students wishing to terminate an employment arrangement prior to the
termination date on file in the assistantship databases should consult the Associate Chair
for Graduate Affairs before taking any action.

e After a termination date has been determined, it is crucial that the faculty member files a
termination request through the secure EAGER hiring system.




SUMMARY

e Students receiving this guide should refer to it during the registration period of each term in
which they have an assistantship.

e The staffs of the ECE Hiring Team and Accounting Offices are available to answer
questions regarding these procedures and should be consulted if any discrepancies in
stipend payment or fee assessment occut.

e These professionals are the ones to contact when students have questions rather than
relying upon the advice from other students.

e Serious consequences may result when warning messages from GT or ECE
administrative offices are ignored.

e All students are required to activate and regularly check their Georgia Tech (gt) email
accounts.

e The Bursar's Office and ECE Graduate Affairs Office use email to the “gt” account as a
means of alerting students to discrepancies that can result in loss of fee reduction or

cancellation of classes.

e Failure to receive important information sent via email is the responsibility of the
receiver and not the sender.
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