Texas State University
Graduate Assistant Eligibility Checklist for Processing Electronic PCRs

This checklist has been developed from the Salaried Graduate Assistant Employment Procedures UPPS 07.07.06, found at: http://www.txstate.edu/effective/upps/upps-07-07-06.html and the Graduate Catalog.  It is important that eligibility requirements are verified at the time of hire and each semester of continued employment.  Also, please remember that students must have a separation PCR processed to end employment, including when they graduate.  Instructional Assistants and Teaching Assistants should be paid through the end of the semester in which they graduate because their employment is based on the semester.  Appointments for Research Assistants are based on the length of the particular project they are working on, and are not required to be paid through the end of the month in which they graduate, but they can be paid if needed to complete the project. 
Graduate/Doctoral Instructional Assistants and Graduate/Doctoral Research Assistants

	
	Verify student is unconditionally accepted to a graduate degree program

	
	Verify student is in good academic standing – A minimum Texas State 3.0 GPA

	
	Verify student is enrolled in a minimum of nine graduate hours and no more than twelve hours during the Fall or Spring semester of employment.  During the Summer semester if the student was enrolled in nine graduate hours during the previous Spring semester, or had an approved justification on file, there is no enrollment requirement.  If the student was not enrolled in the prior Spring semester, they must enroll in a total of nine graduate hours during the summer.* 

	
	Verify employment percentage indicated on PCR is not greater than 50% (or 20 hours per week)**

	
	Verify if student is classified as an international student***


Graduate/Doctoral Teaching Assistants

	
	All of the above requirements for Graduate/Doctoral Instructional Assistants and Graduate/Doctoral Research Assistants

	
	Verify student has completed 18 hours of graduate course work in teaching discipline


*Enrollment:

A Graduate Assistant may be granted a one-time exception to the minimum nine graduate hour enrollment requirement by the Graduate Dean.  This is usually requested for the student’s last semester when less than nine hours is needed to meet graduation requirements.  In some instances, the one-time exception can be requested prior to the last semester of coursework.  The Graduate Dean needs assurance that both the department and the student understands that if the exception is granted, the student must enroll in nine graduate hours each future Fall/Spring semester of employment, including the student’s final semester.  An approved justification must be attached to the electronic PCR for any enrollment in less than nine or more than 12 graduate hours before the PCR can be approved by the Office of the Graduate College. If the student wishes to enroll in more than 12 graduate hours, the Graduate Dean will need to know that the increased enrollment along with the employment will not deter the progress of the student’s degree.
**Employment Percentage:

A Graduate Assistant who meets eligibility requirements can be hired at 50% FTE, or 20 hours per week.  Justification for additional percentage of employment should include assurance that the employment will not deter the progress of the student’s degree. An approved justification must be attached to the electronic PCR for employment greater than 50%.
***International Students:

A “New Hire” PCR for an international student must have an approval from the International Office.  Also, if a student is to be enrolled in less than nine graduate hours there must be an approval from the International Office. 
This form is for departmental use only – do not send to the Office of the Graduate College
