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Section One:  Graduate Assistantships at UW Oshkosh 

 

Preface 

“Graduate Assistant” is a formal title, defined in the University of Wisconsin System 
Unclassified Personnel Guidelines (http://wis.uwsa.edu/hr/upgs/upg.htm) “used primarily 
in the university clusters…as…a graduate student who has been assigned 
responsibilities in an instructional department.”  Graduate assistants are salaried, non-
represented employees of UW Oshkosh.  (Graduate students can be employed as 
student assistants – hourly employees – but they are not Graduate Assistants). 

Graduate degree programs are designed to transform graduate students into 
professional scholars.  A well-planned and executed graduate assistantship will help 
facilitate this transformation.  The primary goal of a graduate assistantship is to aid in 
the prompt and successful completion of his or her graduate degree program. 

Graduate assistantships enable graduate students to enroll full-time in graduate degree 
programs, so they may complete their degree programs more quickly and participate in 
the benefits of full-time involvement in study and academically-related pursuits at the 
University.  At UW Oshkosh, graduate assistants are employed in the following 
departments/colleges:   

• College of Business 
• College of Education & Human Services 

o Curriculum & Instruction Department 
o Educational Foundations Department 
o Educational Leadership Department 
o Human Services Leadership Department 
o Literacy & Language Department 
o Professional Counseling Department 
o Project Success 
o Reading Study Center 
o Special Education Department 

• College of Letters & Science 
o Biology/Microbiology Department 
o English Department 
o Environmental Research & Innovation Center (ERIC) 
o Mathematics Department 
o Public Administration Department 
o Psychology Department 

• College of Nursing 

 

Graduate Assistant Salaries and Benefits 

If appointed to a graduate assistantship, recipients can be offered a contract for up to 20 
hours per week.  Graduate assistantship salaries are considered wages and must be 
reported as taxable income.  The University determines the salaries and is required to 
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withhold income taxes.  Non-resident graduate assistants qualify for a waiver of non-
resident tuition if their contract is for at least .3375 FTE (13.5 hours/week).  Out-of-state 
tuition waivers are contingent upon available funding.  These waivers are considered 
“tuition scholarships” and are also taxable income. 

For academic year 2013-14, the following are typical, approximate graduate assistant 
salaries based upon a base salary of $20,637 for graduate assistants: 

.25 FTE (10 hours/week) $5,159 

.3375 FTE (13.5 hours/week) $6,965 

.375 FTE (15 hours/week) $7,739 

.50 FTE (20 hours/week) $10,319 
 

Contracts may be issued for the fall and/or spring semesters.  There is no automatic 
entitlement to a contract for subsequent term appointments.   

If the funding source for an assistantship is an external grant or contract, employment is 
contingent upon availability of funds to the grant’s account.  Summer, spring, and fall 
assistantships are available through select grant-funded programs, only. 

Fringe benefits (Appendix B) are available for graduate assistants who work at least 
13.5 hours/week (.3375 FTE), and includes health and dental insurance at minimal cost 
to the graduate student.  Graduate assistants may contact the UW Oshkosh Human 
Resources Office for further information. 

Graduate assistants are not eligible for vacation, personal holiday, sick leave (including 
family leave), or unemployment benefits.  Graduate assistants are entitled to the same 
official holidays as other University academic personnel.  If their assistance is required 
by supervisors during such periods, arrangements should be made to compensate them 
by reducing hours from duties during slower/less needed times.  This contingency 
should be presented to the prospective graduate assistant prior to issuance of the 
contract letter.  Work schedules should be arranged at the beginning of each semester 
so there is no conflict with the graduate assistant’s class schedule, but meet the needs 
of the department. 

 

Developing a Graduate Assistantship Position 

The graduate assistant is both a student and an employee.  Graduate studies and 
assistantship responsibilities should complement each other.  Work assignments for 
each type of assistantship should be as specific as possible, and such specifications 
should be provided in writing at the time the contract offer is made.  In situations where 
the work assignment cannot be specifically described or must be changed from the 
initial assignment, the graduate assistant should be clearly informed before agreeing to 
or continuing in the assignment. 
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Guidelines for determining work assignments for graduate assistants: 

1. Assistantships serve graduate students and the University when they are used 
as an integral part of graduate education.  Assistantships should not detract nor 
distract a graduate student from pursuing his/her graduate education. 

2. Graduate assistant assignments should enhance graduate students’ education 
by exposing them to the professional activities and concerns of their discipline, 
involving them in university activities related to their academic and professional 
interests, and giving them opportunities to work closely with faculty and other 
university professionals.  This extensive experience is a valuable part of the 
professional development of graduate students. 

3. Secretarial/clerical work is not to be assigned to graduate assistants. 
4. Graduate assistants cannot be assigned teaching responsibilities.  They may 

provide tutorial or lab assistance for a faculty member who is the instructor of 
record. 

 Possible Graduate Assistant Assignments. 

The following list is not all-inclusive.  Duties vary by department, and all graduate 
assistants do not perform all of these assignments. 

• Laboratory preparation and assistance 
• Development and testing of laboratory experiments and instruments 
• Assist faculty with research projects, e.g. data/bibliographic searches/library 

research 
• Perform computerized data collection, coding, entry, analysis, interpretation 
• Assist with in-class simulations 
• Proctor exams 
• Preparation of course materials 
• Tutoring 
• Grading assignments 
• Graduate program alumni relations, including annual surveys 
• Coordination/publication of a graduate program’s newsletter 
• Maintain a database of curriculum information related to a specific graduate 

program for future curriculum development efforts 
• Animal colony coordinator 
• Quantitative methods assistant 
• Instrumentation coordinator 

 

Responsibilities of the Hiring Unit 

The hiring unit is responsible for reviewing graduate assistantship applications, 
interviewing qualified applicants, and recommending employment to the Office of 
Graduate Studies.  The hiring unit is also responsible for informing qualified applicants 
who they interview, but are not hired that all positions have been filled.  Graduate 
assistant appointments should be made as soon as possible so that both the graduate 
assistant and the hiring unit may plan effectively. 
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The hiring unit is responsible for ensuring that the assigned workload is academically 
appropriate.  Academic credit may not be given for graduate assistantship 
assignments or any work or service performed as part of the assigned duties for 
a graduate assistant.  Graduate assistants should not be assigned responsibilities for 
courses in which they are enrolled with the exception of laboratory preparation. 

Graduate assistants are to work under the supervision of faculty who are experienced 
and knowledgeable in their field.  Supervision of graduate assistants includes providing 
appropriate training prior to and during the assistant’s assumption of responsibility for 
assigned tasks.  The immediate supervisor for each graduate assistant should be 
identified as early as possible.  If there is more than one supervisor per graduate 
assistant, the specific tasks to be performed for each and the role each supervisor will 
play should be identified. 

Graduate assistants should be assigned appropriate space and equipment to enable 
them to carry-out their assignments effectively.  When preparing materials related to 
their assistantship assignments, assistants should have access to office and computer 
facilities as needed. 

Whenever possible, each hiring unit should provide an orientation and in-service 
training for graduate assistants.  Supervisors should assist graduate assistants in 
securing access to University resources and facilities.  The hiring unit must also follow 
all applicable health and safety laws and regulations and educate the graduate assistant 
about them. 

Hiring units will provide information about responsibilities, expectations, workspace, 
support services, etc.  Standards of professional behavior is expected in assistantship 
positions and should be outlined be in writing.  Graduate assistants should be informed 
that their assistantship can be terminated prior to expiration of the period of service if 
the terms of the appointment are not met. 

 

Responsibilities of the Graduate Assistant 

Graduate assistants are responsible for knowing applicable departmental, college, and 
institutional regulations and for following them consistently.  Regardless of the work 
assignment, graduate assistants are obligated to maintain standards of academic and 
employee honesty and integrity and to report violations of these to their graduate faculty 
supervisor.  Recognizing that the assistantship is not a long-term position, graduate 
assistants should keep careful records of work assignments and should keep records 
accessible and organized so that decisions can be traced, results verified, and 
incomplete work finished after the assistantship ended. 

Graduate assistants must maintain the required graduate enrollment during each term 
of employment – minimum of 6 graduate credits, maximum of 12 graduate credits total 
during the 17-week semester.  Credits can be taken during the 14-week, 10-week, first 
7-week, second 7-week, or 3-week terms. Undergraduate credit is not counted toward 
the necessary credit load required of graduate assistants.  Any waiver of credit 
requirements must be submitted to the Office of Graduate Studies for approval. 
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Graduate credits for a thesis, clinical paper, or field project may be included in the 
above totals for the initial term of the registration and only for one semester immediately 
following the registration term.  Summer session registration for thesis, clinical paper, or 
field projects are not included, i.e. a spring registration would “count” toward the 
following fall semester. 

Additional responsibilities of the graduate assistant include the following: 

1. Maintain full academic standing in their UW Oshkosh graduate degree program 
(a minimum cumulative graduate grade point average of 3.0).  Failure to do so 
will result in termination of the graduate assistantship. 

2. Show satisfactory progress toward degree completion, as defined by the 
graduate program. 

3. Perform graduate assistantship duties satisfactorily, as defined by the immediate 
supervisor or department and position description. 

4. Maintain appropriate standards of academic conduct. 
5. Honor the terms of the contract agreement. 

Failure to comply with employment and academic requirements may result in 
termination. 

 

Joint Responsibilities of the Graduate Assistant and the Hiring Unit 

The first priority of all graduate assistants must be satisfactory progress in their 
graduate program.  At the same time, acceptance of an assistantship is predicated on 
the belief that satisfactory progress can be concurrently achieved in work assignments 
and graduate programs.  Collaborative efforts between graduate assistants and their 
supervisors should be focused on the goal of satisfactory performance in both of these 
areas. 

After accepting a UW Oshkosh graduate assistantship offer, students are required to 
obtain a written release from the hiring unit before accepting a different UW Oshkosh 
offer.  The responsibility for compliance with this resolution rests with the hiring unit 
offering the graduate assistantship and the graduate students accepting them.   

 

Employment Eligibility for Graduate Assistantships 

To be eligible to receive a graduate assistantship, a graduate student must satisfy all 
the requirements listed below.  A graduate student is not eligible to hold an 
assistantship in an academic department in which there is a program to which the 
student has been denied admission.  Graduate assistantships are awarded on a 
competitive basis by academic departments to domestic or international students who 
are admitted to UW Oshkosh graduate degree programs.  Financial need is not a 
consideration in the selection process.  To be minimally eligible for consideration, a 
graduate student must: 
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• Be admitted in full standing in a UW Oshkosh graduate degree program; the 
graduate degree is conferred by UW Oshkosh. 

• Enroll in a minimum of 6 graduate degree credits, maximum of 12, and remain in 
good academic standing during each term of employment.  Credits for a thesis, 
clinical paper, or field project may be included toward these totals for the initial 
term of registration and only the one following semester (summer session not 
included; spring registration will be included for the following fall semester). 

• Submit an application for a graduate assistantship with an updated resume every 
academic year for which he/she is seeking employment.  

• Submit the Selective Service Compliance Form if you are a male graduate 
student who is 18 but not yet 26 years of age (Appendix E). 

• Also, see Responsibilities of the Graduate Assistant on page 4. 

Conditions. 

A graduate assistant is expected to make steady progress toward the completion of his 
or her graduate degree.  A graduate assistant contract may be no more than 20 hours 
per week.  

Graduate assistants are not allowed to teach courses nor to enroll in courses for which 
they are assigned responsibilities.  Also, hiring units should not assign responsibilities to 
a graduate assistant for a course in which they are enrolled.  The exception to this is 
laboratory preparation. 

If a graduate assistant or a graduate assistant applicant is on academic probation 
or is not in full standing within the degree program, they are not eligible for a 
graduate assistantship or for hiring renewal/reappointment.   

A graduate assistant is required to be on campus for the same work periods as faculty 
and staff.  They are entitled to official holidays and normal break periods between 
academic sessions.  The specific work schedule is at the discretion of the immediate 
supervisor.  Work schedules should be arranged at the beginning of the semester so 
there are no conflicts with the graduate assistant’s class schedule. 

 

Applying for a Graduate Assistantship 

Applications for graduate assistantships are accepted anytime.  It is recommended that 
applications be turned in as early as possible as most available positions are filled by 
April 15 for the following academic year.  Graduate students are required to reapply for 
an assistantship for each year he/she is seeking employment.  The online application is 
available on the Graduate Studies website (http://www.uwosh.edu/gradstudies/tuition-
financial-assistance-and-employment-opportunities/graduate-assistantships/graduate-
assistantship-application).   

If an applicant is eligible for consideration for employment, their application is added to 
a pool of candidates according to field of graduate study.  Applications will remain in the 
pool until the graduate student has received an assistantship or until the end of the 
academic year.  The graduate assistantship pool is available electronically to all hiring 
units and is not accessible to the general public. 
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Graduate assistantship applications are reviewed by the hiring units according to job 
qualifications and criteria such as academic records, experience, time available for work 
by applicants, relationship of assistantship work to the student’s program, special 
abilities of the student (e.g., foreign language or computer skills, experience in operating 
research equipment, etc).  All applicants who are interviewed should be officially notified 
in writing of the decision about their hiring/non-hiring as soon as possible after decisions 
are made. 

 

International Graduate Assistants 

International students with an F1 Visa may only work up to 20 hours per week on-
campus and must be enrolled full-time.  International graduate students holding a 
graduate assistantship may not accept other employment in excess of a total of 20 
hours per week combined with an assistantship.  International students who are 
graduate assistants are not allowed by INS regulation to work off-campus.  International 
graduate students will need a Social Security Number (SSN) for employment as a 
graduate assistant.  The UW Oshkosh Office of International Education will help 
international graduate students obtain a SSN when they apply to a UW Oshkosh 
graduate program. 

The international graduate assistant contract end date cannot exceed the student’s 
official program end date (contact the Graduate Studies Office for this date).  For 
graduate students whose programs do not have a thesis, clinical paper, or field project 
option, the completion date is the official end date (not the commencement date) of the 
14-week term, or the 17-week term if the student is required to register for interim.  All 
enrollments must be for coursework required for the graduate program and cannot 
include non-degree or undergraduate courses.  For graduate students with the thesis, 
clinical paper, or field project option, the completion is considered the date that the 
student expects to submit final copies to the Office of Graduate Studies.   

 

Contracting Process  

The hiring unit generates the Graduate Assistant Appointment Form (Appendix C) and 
forwards it to the Office of Graduate Studies.  After confirming Graduate Studies and 
University eligibility requirements using information obtained from the student’s 
Graduate Assistant Application, the Office of Graduate Studies will sign and forward the 
appointment form to Human Resources.  The appointment form will be accompanied by 
the student’s resume and a current unofficial transcript provided by the Graduate 
Studies Office. 

Human Resources will then confirm employment eligibility and will send a contract letter 
via email to the student along with other information and forms requiring completion.  
Supervisors may request a copy of the contract by adding their email address next to 
their signature on the appontment form as indicated.  Accepted contract letters must be 
submitted by the student to the Human Resources Office by the deadline stated in the 
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contract letter.  If contracts are not submitted to Human Resources by the deadline, the 
contract will be forfeited. 

Acceptance of a contract for a graduate assistantship by a graduate student completes 
an agreement that both the student and the University expect to honor.  The contract 
letter is sent to the student, supervisor (if requested), and to the Graduate Studies 
Office.  The Office of Graduate Studies continuously monitors the records of graduate 
assistants to determine their eligibility for continued employment. 

Graduate assistants are usually contracted for the 17-week semester or the 34-week 
academic year.  In general, graduate assistantships are not available during the 
summer session.  A late hire date of a graduate assistant contract may affect eligibility 
for certain benefits.  Graduate assistants may be employed in multiple assistantships up 
to a total of 20 hours/week. 

 

Treatment of the Graduate Assistant 

The graduate assistant deserves the courtesy of being treated as a professional in 
his/her chosen field of study and should be extended the following privileges: 

• The graduate assistant should be notified in writing of all decisions pertaining to 
or affecting the status of his/her assistantship. 

• The graduate assistant has the right to respond to complaints and to present 
evidence in his/her defense. 

• The graduate assistant should be informed of a formal grievance procedure, and 
then have the right to initiate a grievance or to appeal a decision through the 
channels specified. 

• The graduate assistant should receive sufficient advance notice of reappointment 
procedures. 

 

Performance Evaluation 

Work performance should be an ongoing process of communication between the 
graduate assistant and supervisor.  Human Resources and the Graduate Studies Office 
recommend having an established performance review process for all graduate 
assistants.   

Evaluation forms may be retained by either the hiring unit or the graduate assistant 
supervisor, whichever is the preference for each department.  Any personnel inquiries 
about graduate assistants should be directed to the UW Oshkosh Human Resources 
Office.  If Human Resources cannot respond to the inquiry, they will refer contractual 
information requests to the Office of Graduate Studies, and work performance inquiries 
to the hiring unit.  The Office of Graduate Studies can provide contract period and 
eligibility information, but cannot speak knowledgeably about a graduate assistant’s 
work performance.   
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Change in Appointment 

The Office of Graduate Studies should be informed in writing via a Personal Transaction 
Form (PTF, Appendix D) of any change in appointment, e.g., changes in hours, FTE, 
salary, termination, etc.  The Graduate Studies Office will review the form and update 
their records before forwarding it to Human Resources.   

Reappointment. 

Reappointment to a graduate assistantship is not automatic.  The potential, conditions, 
and procedures for reappointment should be made clear to the graduate assistants at 
the time the offer of an assistantship is made.  Considerations for reappointment include 
the academic standing of the graduate assistant, his/her progress in a graduate 
program, and past performance. 

Priority for reappointment/rehiring is given to those graduate assistants making progress 
toward completion of the degree and who perform their assistantship duties well.  
Criteria for reappointment are as follows: 

1. Minimum overall GPA of at least a 3.00 
2. Must be in full academic standing in a UW Oshkosh graduate degree program 
3. Enrolled in a minimum of 6 graduate credits for each term of employment 
4. Not have any “In Progress” (IP) grades for three semesters or more (does not 

include the summer term) 
5. No more than two “Incomplete” (I) grades on their transcript 
6. Length of time in the degree program 

Reappointment is not automatic even if graduate assistants meet the minimum criteria.  
Rather, final decisions should be based on the graduate assistant’s skills and 
qualifications, department needs, financial resources, equal opportunity/affirmative 
action, and the effort to provide as many graduate students as possible with 
assistantship opportunities. 

The graduate assistant should receive sufficient advance notice of reappointment or 
non-renewal, and be informed of necessary procedures to respond in either case.   

 Resigning a Graduate Assistantship. 

If a graduate student resigns from his or her graduate assistantship before the end of 
the contract period, he/she should provide sufficient notice in writing to the hiring unit 
(two weeks or more is preferred).  The graduate student should submit a letter of 
resignation to the hiring unit with a copy to the Office of Graduate Studies.  The letter 
should include the date of the graduate assistant’s last day of work.  Be aware that 
resigning from a graduate assistantship may affect continuation of an out-of-state fee 
waiver and/or fringe benefits. 

 Automatic Termination Due to Academic Probation/Academic 
 Suspension/Academic Misconduct. 

A graduate assistantship is automatically terminated by the Office of Graduate Studies 
when a graduate assistant is placed on academic probation or suspended from the 
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University, or is found guilty of academic misconduct.  (See relevant section of the UW 
Oshkosh Graduate Bulletin; http://www.uwosh.edu/gradstudies/certificate-and-degree-
programs/bulletins).  Examples of academic misconduct include, but are not limited to 
the following: 

• Cheating on an exam 
• Plagiarism 
• Stealing exams or course work/materials 
• Intentionally damaging the work of others 
• Fabricating data in any academic area 
• Falsifying or forging documents 
• Assisting another student(s) in these acts 

Termination of a Graduate Assistant by the Hiring Unit. 

Before termination for unsatisfactory performance, graduate assistants must receive 
from their immediate supervisor written notice of specific deficiencies in performance, as 
well as detailed suggestions for improvement.  Graduate assistants should receive at 
least two written warnings with adequate opportunity in between to improve 
performance.  If unacceptable performance continues, and a decision is made to 
proceed with termination of the assistantship, then the hiring unit must give the graduate 
assistant a pre-termination hearing.  The hearing should consist of oral or written notice 
of the charges against the graduate assistant, and explanation forming the basis for the 
dismissal, and an opportunity to present reasons, either in person or in writing, why the 
termination should not take place.  After these proceedings, the hiring unit should notify 
the Human Resources Office of the outcome of the hearing. 

If the hiring unit terminates the assistantship before the end of the contract period, the 
graduate student must be advised in writing of the termination (minimum of two weeks 
notice) and grievance procedures available at the department and College levels, as 
well as the Graduate Assistantship Grievance Procedure.  Appeals arising from 
suspension or dismissal for disciplinary reasons will be processed under the UW 
System disciplinary code and UW Oshkosh provisions.  Appeals for a sexual 
harassment complaint will be processed according to the appeal procedures specified in 
the UW Oshkosh Sexual Harassment Policy.  Please see section two of this handbook 
for a list of policies.  
 

Principles and Procedures for Termination of a Graduate Assistant 

A graduate assistant may be terminated by the hiring unit for failure to follow these 
principles and procedures. 

1. Failure to report for work on the reporting date specified in the offering letter or 
contract constitutes grounds for immediate termination of the assistantship, with 
no remuneration, at the discretion of the supervisor.  Notification of such 
termination is to be sent immediately to the Office of Graduate Studies. 

2. Absence from duties for one week or more without cause shall constitute 
grounds for immediate termination of the assistantship as of the date of the start 
of the unexcused absence. 



 

 

11 

3. A graduate assistant can be removed from a work assignment without notice if, in 
the opinion of the supervisor, continuation of the graduate assistant in that 
assignment poses a threat to the safety or well-being of the graduate assistant or 
of others.  In such a case, the graduate assistant may be reassigned to other 
duties if another appropriate assignment exists within the hiring unit, or if not, 
may be given notice of termination. 

4. A graduate assistant whose work performance is deemed to be unsatisfactory, 
but does not warrant change of assignment as in (3) above; and has been 
advised by his or her supervisor as to the nature of the deficiencies in 
performance and the expectations of improvement. 

If, in the judgment of the supervisor, the graduate assistant fails to show sufficient 
improvement in work performance over the period allowed for remediation, the 
supervisor may give the graduate assistant and the Office of Graduate Studies notice of 
termination.  This notification must be in writing (UW Oshkosh email is acceptable), 
should indicate the reason(s) for termination, and must be submitted in duplicate 
simultaneously to the graduate assistant and to the Office of Graduate Studies.  The 
notice must indicate the effective date of the termination, which may not be more than 
14 calendar days from the date upon which the notice is emailed to the graduate 
assistant’s UW Oshkosh email address or mailed to his/her current local address on file 
in the Human Resources Office.   

Assessment of the quality of work performance is the sole responsibility of the hiring 
unit, and is an academic and professional judgment.  However, the graduate assistant 
may dispute any facts or procedures relating to the termination.  The graduate assistant 
may appeal the termination through appropriate departmental and/or College personnel 
procedures, and the Graduate Assistantship Grievance Procedure.   

 

Graduate Assistant Grievance Procedure 

The following grievance procedure is restricted to interpretation or application of 
established policies and procedures regarding graduate assistantships only.  It does not 
apply to revocation of out-of-state fee waivers or fringe benefits related to a graduate 
assistantship. 

Prior to filing a grievance, the graduate assistant is encouraged to seek resolution with 
his/her immediate supervisor, using informal discussion, collegial interaction and 
existing departmental structures to resolve conflicts and to remedy personal and 
professional concerns whenever possible.  If the immediate supervisor is not a 
department head, the former shall notify the department head of the grievance and 
ensuing discussion. 

If the grievance cannot be settled at the departmental-level, the graduate assistant 
should consult the College in which the graduate assistant is employed whether there 
are personnel polices and procedures applicable for grievances by graduate assistants.  
If there are, the graduate assistant should submit his/her grievance to that review 
process. The appeal should (a) contain specific objections to the department’s 
procedures and (b) be accompanied by copies of the correspondence exchanged 
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between the two parties.  The Human Resources Office should be notified of all 
grievances and be given copies of all documents pertaining to the issue and the 
resolution. 

If there are no College policies/procedures for graduate assistants, or there are such but 
the grievance cannot be resolved at the College-level, the graduate assistant may 
initiate the Graduate Assistant Grievance Procedure.  The grievance must be submitted 
in writing by the graduate assistant to the Dean of Graduate Studies with copies to the 
supervisor, the department head, the College’s Dean, and Human Resources. A copy of 
all prior correspondence shall be included. The formal grievance must be filed within 
thirty (30) calendar days after the date of the College-level review and notification to the 
graduate student of the decision.  

As soon as possible after receipt of the grievance, the Dean of Graduate Studies will 
convene an ad hoc committee of four Graduate Council members, each member 
representing one of the four Colleges, and notify the graduate assistant and hiring unit 
as soon as a meeting time has been set.  None of the four Graduate Council Members 
may be from the hiring unit identified in the grievance.  Representation on the 
Committee from the Graduate Studies Office and Human Resources may be requested. 

1. The Committee’s meetings will be closed.  In addition to the Committee 
members, the only persons present will be the graduate assistant submitting the 
appeal, the head of the hiring unit, and no more than one additional person 
accompanying each of these two, to advise, observe, and counsel.  This is not a 
legal proceeding, and there is no requirement that the graduate assistant be 
represented by legal counsel.  However, if the graduate assistant chooses to be 
accompanied by such counsel, the representative of the hiring unit may be 
accompanied by the University’s General Counsel.  No other persons shall be 
present. 

2. The graduate assistant and the head of the employing unit may each present his 
or her case orally.  The Committee members have the option to ask questions for 
clarification as necessary.  The two parties may also present written supporting 
documentation, which may include statements from other parties having 
knowledge relevant to the case.  If either contests the facts as stated by the 
other, the person contesting shall have the opportunity to express the 
objection(s).  Either party may call or question witnesses, and witnesses may be 
questioned by the Committee.  Since the issues involved are academic rather 
than legal, the Committee will not be bound by strict rules of legal evidence, and 
may present written statements, affidavits, or other evidence or information 
pertinent to deciding the issues involved.  A recording of the proceedings shall be 
maintained for a minimum of five years at the expense of the University.  A 
duplicate recording will be available upon request by the graduate assistant 
during the period. 

3. If the grievance involves termination of a graduate assistantship, and if the 
conclusion of the Committee is that the termination should be rescinded, the 
assistantship will be restored without break from the date of termination.  The 
decision of the Committee is final; there is no further appeal process.   

4. A graduate assistant whose assistantship is terminated should expect 
cancellation of any out-of-state tuition-waiver and/or fringe benefits.   
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Summary 

Graduate assistantships are awarded on a competitive basis to graduate students who 
best-meet the requirements set by the Office of Graduate Studies and the employing 
academic unit.  The assistantship should not interfere with the student’s educational 
objectives; rather, the assistantship should aid in the prompt and successful completion 
of the degree program while supporting the unit for whom he or she works.  While the 
graduate assistant makes progress toward an advanced degree, he/she also receives 
work experience in a profession under the supervision of a faculty/department mentor.  
As such, graduate assistantships build confidence and helps them become better 
professionals. 
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Section Two:  Graduate Assistantship Policies 

 

Council of Graduate Schools Resolution 

The University of Wisconsin Oshkosh supports the Council of Graduate School 
Resolution, a national agreement establishing a policy regarding acceptance of 
graduate assistantship offers at UW Oshkosh and other graduate institutions. Based on 
this resolution, a graduate student who has already accepted a graduate assistantship 
offer from UW Oshkosh on or after April 15 for the following academic year must obtain 
written release from UW Oshkosh before accepting a different assistantship offer at 
another institution (Appendix F).  

 

Federal Immigration Reform and Control Act (IRCA) 

The Federal Immigration Reform and Control Act (IRCA) of 1986 mandates that any 
graduate assistant employed by the University of Wisconsin Oshkosh after  
November 6, 1986 must either be a United States Citizen or possess current 
employment authorization from U.S. Immigration and Naturalization Service (INS).  
According to federal law, the graduate assistant must present original documentation of 
the U.S. citizenship or employment authorization within 3 days of the start of duties (the 
reporting date) or risk cancellation of the assistantship. 

 

Graduate Assistant Grievance Policy 

If a graduate assistant believes that he/she has been unfairly treated, he/she may file a 
formal grievance (see page 11).  The goal of a grievance is to have the problem be 
heard and resolved, if at all possible, in a timely manner.  To initiate a grievance, the 
perceived offense should first be discussed, orally or in writing, with the individual(s) 
most directly involved.  If no resolution results, the department Chair should be 
consulted.  Every effort should be made to resolve the issue(s) at the department-level 
and in accordance with sound academic policy and the welfare of all involved.  If the 
grievance is not resolved at the department-level, the College’s Dean’s Office may be 
consulted. 

An appeal may be made to the proper authority in response to how procedures were 
followed in reaching a decision.  An appeal may be initiated by writing the appropriate 
College Dean.  The appeal should (a) contain specific objections to the department’s 
procedures and (b) be accompanied by copies of the correspondence exchanged 
between the two parties.  The Human Resources Office should be notified of all 
grievances and be given copies of all documents pertaining to the issue and the 
resolution.   
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Sexual Harassment Policy 

The University of Wisconsin Oshkosh is committed to providing and maintaining an 
environment that respects and protects the rights of all its members.  This commitment 
is reflected in the UW Oshkosh Sexual Harassment Policy found on the university’s 
website at http://www.uwosh.edu/affirm-act/taking-action/sexual-harassment. In 
approving this policy statement, the University community expresses its commitment to 
inform the campus community on this policy, to provide appropriate training and to 
follow through on all concerns that are presented relating to the environment for 
learning, working, and studying that is to be established and maintained at the 
University of Wisconsin Oshkosh. 

Sexual harassment deprives its victims of rights guaranteed under Title VII of the Civil 
Rights Act of 1964.  Sexual harassment has no place in an educational or any other 
community and will not be tolerated at the University of Wisconsin Oshkosh. 

 

Student Discipline Code 

UW Oshkosh students are subject in their behavior to the Wisconsin Administrative 
Code, as well as specific disciplinary procedures duly adopted for our campus.  Specific 
provisions of Chapter14, 17, and 18 of the Code can be found on the UW Oshkosh 
Division of Student Affairs website at http://www.uwosh.edu/stuaff/images/student-
discipline-code#.  

The UW-System disciplinary code and UW Oshkosh provisions are available to all 
students in the Dean of Students Office, Polk Library, Reeve Memorial Union Office, 
Oshkosh Student Association (OSA) Office, Residence Life Office, and in each 
residence hall.  Any questions may be directed to the Dean of Student’s Office, 
Dempsey 125, which administers the University’s student discipline code. 
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GRADUATE ASSISTANTSHIPS AT UW OSHKOSH 

 Academic Year 2013-14 (Revised July 2013) 
 
Definition: Graduate Assistantships are work-based financial support awards.  The award recipients are  

often referred to as "research assistants." 
 

Function: Graduate Assistants work in their academic field or in a closely related area.  Functions include  
laboratory assistance, research, tutoring, proctoring, and other programmatic/academic  
oriented work.  Teaching and/or secretarial activity is not included in this description. 
 

Eligibility: All students who have been admitted in full standing to a degree-producing program are  
eligible.  Employment may not begin until the semester for which the graduate student is  
accepted into the degree-producing program.  Recipients must enroll in at least six (6) graduate credits and 
must remain in good academic standing.  Financial need is not a consideration in the selection process.  These 
awards are competitive. 
 

Employment: Recipients are contracted, salaried employees and are employed for up to a maximum of 20 hours/week.  The 
period of employment is a 17-week semester, or a 34-week academic year.  Graduate Assistantships are 
generally not available during the summer session.  Common contracts are for .50 FTE, .375 FTE, .3375 FTE, 
and .25 FTE.   
 
A Graduate Assistant is an employee of the University, and his/her salary is taxable. For Graduate Assistants 
who work at least .3375 FTE or more for at least one semester, fringe benefits are available.  Fringe benefits 
include health insurance and dental insuranceat minimal cost to the graduate student.   Nonresident Graduate 
Assistants qualify for nonresident tuition waivers if their contract is for .3375 FTE (33% of full-time) or more.   
 
Employment as a Graduate Assistant may be contingent upon the successful outcome of a criminal back-
ground check.  A Graduate Assistant may not begin employment until this background check has been com-
pleted.  In compliance with the Wisconsin Fair Employment Act, the University does not discriminate on the 
basis of arrest or conviction record. 
 

Stipend: Current (approximate) academic year stipends are .50 FTE--$10,319; .375 FTE--$7,739; .3375 FTE--$6,965; 
.25 FTE--$5,159. 
 

Application  
Due Dates: 
 

On-going. 
 

For More Informa-
tion: 

The application form, Graduate Assistant Handbook, stipend amounts, etc. is available on the Graduate 
Studies web site at http://www.uwosh.edu/gradstudies/tuition-financial-assistance-and-employment-
opportunities/graduate-assistantships  
 
 

 
Note: Graduate students must submit a new graduate assistantship application for each academic year for which he/she 
is seeking employment.  Applications for the 2013-14 academic year are accepted from February 1, 2013 through January 
15, 2014.  Early applications are encouraged as all available positions may be filled by April 15, 2013 for academic year 
2013-14. Completed applications will be added to a pool of eligible graduate assistants until the end of the 2013-14 
academic year or until a position has been accepted by the applicant.  Decisions will be made on awards depending upon 
the availability of funding and the number of applications received. 
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Graduate Assistant Fringe Benefits  
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THE UNIVERSITY OF WISCONSIN SYSTEM 
2013 BENEFITS SUMMARY  

for 
GRADUATE ASSISTANTS, POST-DOCTORAL APPOINTEES,  

and SHORT-TERM ACADEMIC APPOINTMENTS  
 

 
To participate in insurance plans, you must file an application within limited enrollment deadlines.  Please take note of the specific 
enrollment deadlines.  

 
Applications and plan brochures can be accessed electronically at http://uwservice.wisc.edu/forms.php. Payroll and benefits 
information is available in the My UW System portal (My UW portal for UW-Madison employees). 

 
 

WISCONSIN RETIREMENT SYSTEM (WRS) 

Who is Eligible and When Benefits You Receive Employee Pays University Pays 
 
Not eligible because appointment is for less than one year 
or because the position is excluded by statute.  

 
N/A 

 
N/A 

 

 
N/A 

 
 

SOCIAL SECURITY AND MEDICARE 
 

Who is Eligible and When 
 

Benefits You Receive 
 

Employee Pays 
 
University Pays 

All employees, except certain "F" and "J" visa holders and 
exempt students, have this mandatory coverage.  
Student employees that are enrolled and regularly 
attending classes at the UW may waive coverage.  
Appointees who are supported by stipends or fellowships 
are not considered employees and are not covered. 

Social Security provides a basic 
retirement annuity based on age 
and years of contribution. 
Reduced benefits available at age 
62. Also provides death and 
permanent disability benefits. 
Medicare provides basic health 
insurance coverage at age 65. 

Social Security: 6.2% on 
covered compensation up to 
$113,700. 
Medicare:  1.45% on covered 
compensation up to 
$200,000 & 2.35% on 
covered compensation in 
excess of $200,000. 

Social Security: 
6.2% on covered 
compensation up 
to $113,700. 
Medicare:  1.45% 
on all covered 
compensation  (no 
limit) 

STATE GROUP HEALTH INSURANCE 
 

Who is Eligible and When 
 

Benefits You Receive 
 

Employee Pays 
 
University Pays 

 
Eligible short-term academic employees are those 
appointed to a faculty or academic staff position for a 
period of less than one year but for at least one semester 
(6 months for year-round positions) and for at least 28% of 
full-time (21% for year-round positions).  These 
appointments may qualify for WRS coverage and 
associated benefits if University employment continues.  
 

Visiting Faculty  same minimum time and duration 
standards as short-term academic employees.  If on leave 
from another educational institution, state law prohibits 
WRS coverage for the first twelve months of UW 
employment.  Health insurance premiums and other 
benefits are the same as for WRS-covered unclassified 
employees if the appointment is for at least one year (365 
days).  Otherwise benefits are the same as for other short-
term academic staff. 
 

Eligible graduate and post-graduate employees (Student 
Assistant and Employee-in-Training titles) are those who 
are appointed to work for at least one semester (6 months 
for year-round positions), and for at least 33% of full-time.  
Eligible job titles include:  Research Associate, Research 
Intern, Postgraduate Trainee 1-7, Intern (Non-Physician), 
Teaching Assistant, Program Assistant, Project Assistant, 
Graduate Assistant.   Appointees supported by stipends or 
fellowships are eligible on the same basis. 
 

Undergrad Assistants and Interns are not eligible. 
 

Must apply within 30 days of the begin date of initial 
eligible university appointment.   
Coverage begins the first of month on/after the Benefits 
Office receives timely application.   There is an annual 
opportunity each October to enroll in health insurance, 
change health plans or add/remove eligible family 
members for the following year. 

 
Comprehensive hospital, surgical, 
and medical benefits from Health 
Maintenance Organizations, 
Preferred Provider Plans (PPO) or 

-funded Standard 
Plan, which is a PPO.  
 
All of the health plans, except the 
Standard Plan, offer a uniform 
benefit package.  Preventive and 
diagnostic dental coverage vary 
among plans.   
 
Single and family coverage 
available. 
 
 

 

Monthly employee cost varies 
according to plan tier. 

Premium 
contribution 
varies depending 
on the tier of the 
plan. 
 

Tier Single Family 

1 $42.50 $105.50 

2 $62.00 $156.00 

3 $115.00 $287.50 
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DOMESTIC PARTNER BENEFITS 
 

Employees are eligible to cover a domestic partner all insurance benefits that offer dependent coverage. 
 

In order to cover a domestic partner on health insurance & any or all other benefits, including those under the WRS, such as survivor benefits, an 
employee must submit a notarized ETF Affidavit of Domestic Partnership (ET-2371) directly to ETF in order to establish a domestic partnership for 
benefit purposes (this is referred to as a Chapter 40 domestic partnership).   

 The domestic partnership is effective on the date ETF receives a valid affidavit.   
 Employees have 30 days from the domestic partnership effective date to add a domestic partner to all eligible benefits.   
 Must submit a copy of ETF acknowledgement letter to campus benefits office.  

 
If an employee does not want to create a Chapter 40 domestic partnership, an employee is eligible to enroll a partner  in all 
benefits except health insurance and State Group Life Insurance.  The employee must submit a notarized UWS Affidavit of Domestic Partnership 
(UWS 50) and benefit enrollment applications directly to campus benefits office. 

 Domestic partnership is effective on the date that UWS receives a valid affidavit. 
 Employees have 30 days from domestic partnership effective date to add domestic partner to all non-Chapter 40 benefits (all benefits except 

health and State Group Life) 
See www.wisconsin.edu/hr/benefits/dpbenefits.html for detailed enrollment information.  
 
IMPORANT TAX CONSIDERATIONS:  Under federal and state t 
considered tax dependents for health insurance purposes.  There are tax consequences if you cover dependents that are considered "non-tax 
dependents" for health insurance purposes under federal and state tax codes.   
 
If any of your covered family member - , the fair market value of the health 
insurance benefits provided to those dependents will be included in both your taxable state and federal income. This amount is considered "imputed 
inco your taxable income and your tax liability. If you cover a domestic partner and a domestic partner's children, he or she 
must each qualify as a tax dependent under the "qualifying relative" test under Internal Revenue Code (IRC) §152, otherwise you will be taxed on the 
fair market value of the cost of coverage provided. 
 

dren.  Detailed tax 
information is available online at: http://www.wisconsin.edu/hr/benefits/ins/sghealth.htm and http://uwservice.wisc.edu/imputed-income.php. 

 
EMPLOYEE REIMBURSEMENT ACCOUNTS (ERA)  FLEXIBLE SPENDING ACCOUNT (FSA) 

for Dependent Care & Medical Expenses 
 

Who is Eligible and When 
 

Benefits You Receive 
 

Employee Pays 
 

University 
Pays  

Most employees are eligible, except those in certain 
Student Assistant positions (Fellows, Scholars, Trainees) 
or Employee-in-Training positions (Grad Intern/Trainee, 
Post doc Fellow/Trainee). New employees must enroll 
within 30 days of employment. Coverage is effective on 
the first of the month on/after you submit your enrollment 
form to your benefits office. Change in family or 
employment status may an enrollment/ change 
opportunity under one or both of the accounts. 
 
Each fall, employees must enroll for the next calendar 
year. 
 
State Group Health Insurance, VSP Vision, Dental 
Wisconsin and EPIC Benefits+ premiums are 
automatically taken pre-tax unless this option is waived 
or, for optional plans, you are covering a non-tax 
dependent.   

 
Flexible Spending Account (FSA) 
plan that allows you to set up an 
account for eligible medical and 
dependent care expenses. 
Deductions taken before Federal, 
State and FICA taxes are 
calculated.  
 
Health Care FSA: used to pay for 
eligible medical expenses that are 
not covered by insurance.  
 
Dependent Care FSA: used to pay 
for dependent care expenses (ex. 
after school care, adult or child 
daycare and preschool).  
 
See the 2013 plan booklet for 
more information. 

 
Pre-tax salary reductions that 
save income and social 
security taxes.  
 
Annual contribution 
maximums: 
 
Dependent Care FSA: $5000 
(restrictions may apply) 
 
Health Care FSA: $2,500 

 
100% of 
program 
administrative 
cost 

 
TAX-SHELTERED ANNUITIES [403(b) Plan] 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University 

Pays 
 
Most employees are eligible and can enroll at any time.  
Fellows, scholars, graduate interns/trainees, and Post-
doctoral Fellows/Trainees receive a stipend rather than 
wages and are not eligible to participate.  
 
For further information see the Tax-Sheltered Annuity 
Program web site  
 
Salary Reduction Agreement 

 
This voluntary supplemental 
retirement savings program allows 
employees to invest pre-tax salary 
and defer income taxes on 
savings. A post-tax Roth option is 
also available.  
Investment companies approved 
by UW System oversight 
committee include TIAA-CREF, 
Fidelity, T. Rowe Price, Dreyfus, 
and insurance companies  
RiverSource (Ameriprise) and 
Lincoln National. 
 
Under age 50 contribution limit: 
$17,500 
Age 50 & over contribution limit: 
$23,000 

 
Total contribution on pre-tax 
and/or post-tax (Roth option) 
basis.   

Annual $12.00 UW 
administrative fee and 
investment company charges. 
 

 
0% 
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WISCONSIN DEFERRED COMPENSATION - WDC (457 Plan) 
 

Who is Eligible and When 
 

Benefits You Receive 
 

Employee Pays 
 

University 
Pays  

Most employees are eligible and can enroll at any time. 
Fellows, scholars, graduate interns/trainees, and Post-
doctoral Fellows/Trainees receive a stipend rather than 
wages and are not eligible to participate.  
 
For more information see the WDC web site at 
www.wdc457.org. 

 
This voluntary supplemental 
retirement savings program allows 
employees to invest pre-tax salary 
and defer income taxes on 
savings.  A post-tax Roth option is 
also available.  Funds are chosen 
and monitored by the Wisconsin 
Deferred Compensation Board. 
 

Under age 50 contribution limit: 
$17,500 
Age 50 & over contribution limit: 
$23,000 

 
Total contribution on pre-tax 
and/or post-tax (Roth option) 
basis.   
 
Administrative fee based on 
account balance ($0  - 
$66/year). 

 
0% 

EPIC BENEFITS+ INSURANCE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
All appointees eligible for State Group Health Insurance. 
Must apply within 30 days of initial eligible University 
appointment.  
 
Coverage begins first of month on/after the Benefits Office 
receives timely application.  

�x Pays 50% of covered, non-
routine dental charges up to 
$1000/person per year after a 
$75/person deductible. 

�x $1,200 lifetime orthodontia 
benefit (child) 

�x A benefit of $100 per day 
payable beginning on the third 
day and continuing through the 
365th day of a hospital 
confinement. A benefit of $100 
per outpatient surgery paid 
when performed in a hospital 
outpatient department or 
freestanding Ambulatory 
Surgical Center.  

�x $10,000 AD&D benefit 
�x Vision discount plan part of 

basic coverage. 
�x Vision insurance through the 

Davis Vision Network may be 
added for additional premium 

100% of premium    
 

0% 

Without Vision Insurance: 
$19.77 Employee 
$39.54 Employee +1 
$59.31 Family 

With Vision Insurance: 
$24.02 Employee 
$47.04 Employee +1 
$70.34 Family 

DENTAL WISCONSIN DENTAL INSURANCE (SELECT PLAN AND PPO)  

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
Only appointees eligible for State Group Health Insurance 
are eligible.   
 
Must apply within 30 days of hire. Coverage begins on 
the first of the month on/after the Benefits Office receives 
timely application.  
 
Once enrolled, must remain covered until the end of the 
calendar year.  Must submit an application by December 
1st to cancel coverage for the following year.   
 
This dental coverage is in addition to and separate from any 
dental benefit provided with the health insurance. 
 

 
Two plan designs are offered.  
The PPO plan includes coverage 
for diagnostic and preventive 
services; the Select plan does not.  
Both cover a percentage of other 
services, such as fillings and 
crowns.   
Annual $1000 benefit maximums 
apply to each covered member. 
The member generally pays 
coinsurance and an annual 
deductible.  Benefits vary between 
plans.   
 
Both plans provide a $1000 
lifetime benefit for orthodontia for 
children under age 19.  Any 
orthodontist may be used.    

100% of monthly premium.   
0% 

Select Plan 
 
$20.52 Employee 
$42.19 Employee + 

Spouse/DP 
$48.68 Employee + Child(ren) 
$71.59 Family (Employee + 2 

or more family 
members 

PPO 
 
$28.32 Employee 
$59.96 Employee + 

Spouse/DP 
$67.04 Employee + Child(ren) 
$101.34 Family (Employee + 2 

or more family 
members) 
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VSP VISION INSURANCE 

Who is Eligible and When  
Benefits You Receive 

 
Employee Pays 

 
University Pays 

Only appointees eligible for State Group Health Insurance 
are eligible.   
Must apply within 30 days of hire.  Coverage begins the 
first of the month on/after the Benefits Office receives timely 
application.   
Once enrolled, must remain covered until the end of the 
calendar year.  Must submit an application by December 1st 
to cancel coverage for the following year.  Annual 
enrollment opportunity in October. 

The plan provides partial payment 
to help offset the costs of annual 
eye exams, frames, lenses and 
contact lenses.  Benefits are 
greater if a VSP provider is used. 

100% of premium  0% 

  $5.24 Employee   
$10.49 Employee + 

Spouse/DP 
$11.23 Employee  + Child(ren) 
$17.93 Employee + Family 

UNIVERSITY INSURANCE ASSOCIATION (UIA) LIFE INSURANCE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 

Coverage is mandatory, by action of the Board of 
Regents, for eligible appointees (faculty, academic staff 
or limited appointees only) with base salary of at least 
$2,610.83 per month, indexed annually. Coverage begins 
either November 1 or April 1. No application is required. 

 

Decreasing term life insurance 
based on age.   
 
Includes a Living Benefit. 

 

$24.00 per year 
 

0% 

 
ACCIDENTAL DEATH & DISMEMBERMENT LIFE INSURANCE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
All appointees eligible for State Group Health Insurance.  
May enroll at any time.  Coverage becomes effective on 
or after the first of the month on/after the Benefits Office 
receives the application unless a later date is requested.   
 

 
Coverage options range from 
$25,000 to $500,000. Spouse or 
domestic partner and dependents 
may be covered for lower 
amounts.   
Provides several benefits to care 
for family members and additional 
benefits for specific injuries. 
Includes Zurich Travel Assist 
benefit when traveling 100 miles 
or more from home to assist with 
medical, legal or personal 
services.  AD&D coverage 
reduces after age 70. 

 
100% of premium 

 
0% 

 
INDIVIDUAL & FAMILY TERM LIFE INSURANCE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
 

All appointees eligible for State Group Health Insurance. 
Must apply within 30 days of initial eligible university 
employment. Coverage begins on the first of the month 
on/after the Benefits Office receives timely application. 
Late enrollment requires medical evidence of insurability. 
 

 
Initially, employees may select 
coverage amounts of $5,000, 
$10,000, $15,000 or $20,000 for 
themselves, $5,000 or $10,000 for 
spouses or domestic partner, and 
$2,500 or $5,000 for eligible 
children.  Maximum employee 
coverage is $200,000 for 
employees, $100,000 for spouse 
or domestic partner and $10,000 
for child.   
 

Participants will have an annual 
opportunity each October to 
increase coverage without 
evidence of insurability.  Includes 
a living benefit. 

 
100% of premium 
 
Cost based on age and 
coverage amount 
selected. 

 
0% 

 
UW EMPLOYEES INC. LIFE INSURANCE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

All appointees eligible for State Group Health Insurance. 
Must apply within 30 days of employment. Coverage 
begins on the first of the month on/after the Benefits 
Office receives timely application.  Late enrollment 
requires medical evidence of insurability. 

 
Decreasing term insurance, 
coverage amount based on age, 
ranges from $30,000 for 
employees under age 35 
decreasing to $4,000 for 
employees over age 64.  

 
100% of premium 
 
Cost and coverage based 
on age. 

 
0% 
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LONG-TERM CARE INSURANCE 

 
Who is Eligible and When  

 
Benefits You Receive  

 
Employee Pays  

 
University Pays  

 

Most appointees may apply at any time,  subject to 
medical underwriting. Spouses, domestic partners and 
parents (who live in WI) of appointees may also apply.  
Fellows, scholars, graduate interns/trainees, and Post-
doctoral Fellows/Trainees are not  eligible to enroll. For 
further information, visit the ETF website   

 

Short and long-term care, 
including assisted living, 
community-based care and 
nursing home care. 

 
100% of premium 

 
0% 

 
 

 
Who is Eligible and When  

 
Benefits You Receive  

 
Employee Pays  

 
University Pays  

All employees have this insurance coverage.   
In most cases, the first payment will be made by the 
insurance company within 14 days of your last day 
worked. Timely reporting of the accident is required of the 
employer and employee. 

 
Cash compensation, medical 
expenses and death benefits for 
on-the-job injuries or occupational 
diseases. 

 
0% 

 
100% of benefits 

 
UNEMPLOYMENT COMPENSATION 

 
Who is Eligible and When  

 
Benefits You Receive  

 
Employee Pays  

 
University Pays  

 
If in a position covered by unemployment insurance, 
employees who are laid off or terminated may be eligible 
for unemployment insurance if covered wages meet 
minimum eligibility requirements. 

 
Weekly benefits are 4% of the 
highest quarter of wages in the 
first four of the last five completed 
quarters. 

 
0% 

 
100% of benefits 

 
FAMILY & MEDICAL LEAVE  

 
Who is Eligible and When  

 
Benefits You Receive  

 
Employee Pays  

 
University Pays  

All employees who meet eligibility requirement of 1,250 
hours of state employment in preceding 12 months 
(federal law) and/or 1,000 hours of state employment in 
the preceding year (Wisconsin law).  Employees must 
also meet duration of employment standard. 

Eligible employees may take up to 
12 weeks of unpaid, job-protected 
leave each year for specified 
family and medical reasons.  
Under federal FMLA, employees 
may take up to 26 weeks of job-
protected leave to care for an 
eligible military service member 
who has a serious injury or illness. 

 
0% 

 
100% of program 

costs 

 
VACATION 

Who is Eligible and When  
 

Benefits You Receive  
 

Employee Pays  
 

University Pays  
 

Academic staff and limited employees expected to work 
at least one-third of full-time (21% for an annual 
appointment and 28% for an academic year appointment) 
for at least one year.  Vacation time is earned on a fiscal 
year basis but can be used immediately.   
 

All other employees should refer to employment contract 
to confirm eligibility for vacation. 

 
Twenty-two days per year 
(prorated for part-time 
employment).  After 10 years of 
service, employee may bank up to 
40 hours vacation per year in an 
Annual Leave Reserve Account 
(ALRA).  After 25 years, up to 80 
hours of vacation per year may be 
banked. 

 
0% 

 
100% of benefits 

 
SICK LEAVE  

 
Who is Eligible and When  

 
Benefits You Receive  

 
Employee Pays  

 
University Pays  

 
Academic staff and limited employees expected to work 
at least one-third of full-time (21% for an annual 
appointment and 28% for an academic year appointment) 
for at least one year.  Sick leave is earned on a fiscal 
year basis but can be used immediately.   
 

All other employees should refer to employment contract 
to confirm eligibility for sick leave.  

 
Initial 22 day allocation; after 18 
months, one day per month or six 
days per semester (prorated for 
part-time employment). If leave is 
reported completely, accurately 
and in a timely manner, unused 
sick leave balance accumulates 
without limit. 
 

If covered by the Wisconsin 
Retirement System at retirement, 
sick leave may be converted to 
credits to pay for post-retirement 
health insurance. 

 
0% 

 
100% of benefits 
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 HOLIDAYS 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
All appointees.   

 
Up to nine days of legal holiday 

 
0% 

 
100% of benefits 

 
OTHER PAID LEAVE 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
All employees. 

 
Paid leave when summoned as a 
witness for the employer or 
impaneled as a jurist.  
Paid leave to vote if you cannot 
vote outside of work hours. 

 
0% 

 
100% of benefits 

 
CAREER-RELATED EDUCATION REIMBURSEMENT 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
Employees with appointments of half time or more, upon 
approval. 

 
Based on campus reimbursement 
policy and availability of funding, 
limited tuition and fee 
reimbursement is available. 

 
0-100% 

 
0-100% 

 
PARKING FEES & BUS PASSES 

 
Who is Eligible and When 

 
Benefits You Receive 

 
Employee Pays 

 
University Pays 

 
All employees can participate at any time. 

 
Parking availability and fees vary 
by campus.  Most parking costs 
deducted on a pre-tax basis. 

 
100% 

 
0% 

 
 
 
WHERE TO GET MORE INFORMATION:  Contact your campus Staff Benefits Office to get detailed, personalized information. Consult the UW 
System Administration web site at www.wisconsin.edu/hr/benefits for any changes to this form and for expanded information on benefit plans.  
Master insurance contracts are available for inspection upon reasonable notice by contacting UW System Human Resources. 
 
Should there be a discrepancy between the information contained herein and the contract, the contract will prevail. 
 
The University of Wisconsin does not discriminate on the basis of disability in the provision of programs, services, or employment.  If you need 
this printed material interpreted or in a different form, or if you need assistance in using this service, please contact your employing campus 
benefits office.   
 
UWS 21 (Revised 12/12)  
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Unclassified Staff Personnel Transaction Form 
University of Wisconsin Oshkosh   (Please Type)  
    
Name  

     

                         Person ID#  

     

                    Unit/Department  

     

    
  
I. Assignment Change.  List Current FTE and account number or list new FTE (account number, if necessary).  Then enter the salary 
equivalent of the New FTE; specify the Begin and End dates (for academic year appointments see the academic calendar located on the Provost’s 
website) for each change and secure proper signatures. 

 
 Current 

FTE 
Account Number &  

Unit Name 
New  
FTE 

Salary  
New FTE 

Begin/End Dates 
M/D/Y to M/D/Y 

     

 

     

 

     

 

     

 Summer I, II 

     

 

     

 

     

 

     

 
 

     

  to  

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 
 
Fall I, II, III 

     

 

     

 

     

 

     

 

 

     

  to  

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 
 
Spring I, II, III 

     

 

     

 

     

 

     

 

 

     

  to  

     

 

Totals 

     

  

     

 

     

  
II.  Additional Lump-Sum Payments:   For full-time employees:  An “overload payment” is to be used only when the work 
assignment is in addition to an employee’s normal full-time  job responsibilities and of an “unusual, short-term and non-
recurring nature.”  The UW System maximum overload payment is $12,000 per calendar year per institution, and the payment 
must be made in the calendar year the work is done.  If overloads exceed $12,000 in a calendar year, it is possible that the 
employee cannot be paid for the work. (Does not apply to those in an “acting or interim” position or to summer CAS) 
 

Amount of Payment 

 

Account No. Charged: 

 

Date(s) of Payment 

 

Dates of Service 

Reason for Payment 
(Attach appropriate 

documents) 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

     

 

III. Staff Leaves & Terminations 
 LOA (check type)              without pay         retraining            sabbatical leave      Professional Development Semester 
     
 LOA Begin Date 

     

         End Date    

     

    
     
   Resignation Date:  

     

        Retirement      Emeritus Status Recommended  

     

       Deceased     Other

     

             
IV. Miscellaneous 

Use this section for items not covered above, changes in: Degree, Name, Salary Base, Title (e.g. to chairperson, to asst. dean), Academic Staff 
Title Change or salary equity increase. 
Explain change:  

     

 
Current  

     

 New  

     

 Effective Date (M/D/Y)  

     

 
 

 (please show calculations for salary changes in the comments section below) 

V.  Comments  

     

 
VI.  PTF Prepared By: 

     

  Phone: 

     

    Email: 

     

 

VII.   Signatures 
Recommended by Initiating Unit/Supervisor Date *Approved by Dean/AVC Date 

Grants Accounting/Director (check grant contract) Date Budget ($ available for payment) Date 

HR (policy compliance) Date *Vice Chancellor/Chancellor (approval) Date 

*Two signatures are required if two units are involved in the change. 
Revised: 5/08 

Completed paper work must be submitted to Human Resources Office 
by 7th calendar day of month. 
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OFFICE OF GRADUATE STUDIES 
 
STATEMENT OF SELECTIVE SERVICE COMPLIANCE FOR GRADUATE ASSISTANT EMPLOYMENT!

(Effective February 1, 2003) 
 

Information on Selective Service registration status must be provided as a condition of graduate assistant 
employment in order to comply with Wisconsin law [s.230.08(2) (k)].  This requirement applies to all 
male students seeking graduate assistant employment who are 18, but not yet 26 years of age.  (For 
information about Selective Service and on-line registration, go to www.sss.gov.) 
 
NAME [please print] 
 
              
Last Name     First Name    Middle Initial 
 
I affirm that the following information is true and correct and I understand that any misstatement, 
falsification, or omission may be grounds for refusal to hire, or if hired, termination. 
 
              
Student’s Signature        (Date [Mo/Day/Yr] 
 
1. !  I certify that I am registered with Selective Service. 
 
2. !  I certify that I am NOT required to register with Selective Service because: 
 

!  I am not 18 through 25 years of age.  Enter date of birth    
 

!  I am a non-immigrant alien lawfully admitted to the United States. 
 

!  I am a member of the Armed Forces on active duty.  (Note:  those in the National 
Guard and Reservists not on active duty must still register with the Selective 
Service.) 

 
!  I am a citizen of Federal States of Micronesia, the Republic of the Marshal 

Islands, or the Republic of Palau. 
 

 
 

 
This form must be returned to: 

Office of Graduate Studies 
Dempsey 337 

800 Algoma Blvd 
Oshkosh  WI  54901 
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The University of Wisconsin Oshkosh supports the following Resolution adopted by the 
Council of Graduate Schools, a national agreement establishing a policy regarding acceptance of 
assistantship offers.   

 
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 to honor.  In that 
context, the conditions affecting such offers and their acceptance must be defined carefully and 
understood by all parties. 

Students are under no obligation to respond to offers of financial support prior to April 
15; earlier deadlines for acceptance of such offers violate the intent of this Resolution.  In those 
instances in which a student accepts an offer before April 15, and subsequently desires to 
withdraw that acceptance, the student may submit in writing a resignation of the appointment at 
any time through April 15.  However, an acceptance given or left in force after April 15 commits 
the student not to accept another offer without first obtaining a written release from the 
institution to which a commitment has been made.  Similarly, an offer by an institution after 
April 15 is conditional on presentation by the student of the written release from any previously 
accepted offer.  It is further agreed by the institutions and organizations subscribing to the above 
Resolution that a copy of this Resolution should accompany every scholarship, fellowship, 
traineeship, and assistantship offer. 
 

Based on this resolution, a graduate student who has already accepted a graduate 
assistantship offer from UW Oshkosh on or after April 15 must obtain a written release from UW 
Oshkosh before accepting a different assistantship offer at another institution.  Likewise, if a 
graduate student has already accepted a graduate assistantship from another institution, and 
receives an offer from UW Oshkosh on or after April 15, the offer from UW Oshkosh is 
contingent upon release from any existing assistantship commitment at the other institution.  
After accepting a UW Oshkosh graduate assistantship offer, students are required to obtain a 
written release from the Employing Department at the other institution before accepting a UW 
Oshkosh offer.  The responsibility for compliance with this resolution rests with the Employing 
Department offering the graduate assistantship and the graduate students accepting them.   

 

 
 
 
 

OFFICE OF GRADUATE STUDIES  
UNIVERSITY OF WISCONSIN OSHKOSH !  800 ALGOMA BLVD ! OSHKOSH  WI  54901-8621 

(920) 424-1223 ! FAX: (920) 424-0247 !  http://www.uwosh.edu/gradstudies 
An Equal Opportunity/Affirmative Action Institution  


