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Contact Information 
 
 

Graduate Assistantship Office  
 

Email:  gao@towson.edu 

Call:  410-704-4484 

Location: Administration 
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Introduction  
 
The term graduate assistant is used generically in this document to cover all 3 types 
of graduate assistants: general graduate assistants, teaching assistants and research 
assistants.  
 
The Office of Graduate Studies has prepared this handbook for the benefit of graduate 
students and supervisors of graduate assistants as part of the Graduate Assistantship 
program at Towson University. This handbook is intended to provide information 
about the various policies and procedures that are used for awarded graduate 
assistantship positions. Guidelines and procedures set forth in this document abide by 
University System of Maryland (USM) Policy III- 
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To be eligible for an assistantship, a student must be admitted as a degree-seeking 
student to a post baccalaureate, master's, or doctoral program at Towson University 
and in good academic standing.  To begin the assistantship students must be enrolled 
in coursework associated with their graduate degree.  Start dates for beginning the 
assistantship are posted on the graduate assistantship website and on the rates and 
dates form for supervisors and departments.  Students must begin the assistantship no 
later than the drop/add period of that term. The stipend will be retro-active for any 
student beginning the assistantship after the posted Start date.  The tuition waiver will 
not be granted after the third pay period. Maintaining assistantship eligibility requires 
a minimum grade point average of 3.0 each academic term in all courses taken for 
graduate credit. This includes all pre-requisite and undergraduate courses that are part 
of the graduate program. Teaching assistants need to have completed all pre-requisites 
and undergraduate course work for the class they will be supporting before 
acceptance of this position. 
 
Full-time assistants (20 hour) must register for a minimum of six (6) graduate units 
each fall and spring term they have the assistantship. Half-time assistants (10 Hour) 
must register for at least three (3) graduate units each fall and spring they have the 
assistantship.  
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All fees and tuition due is to be paid on time regardless of the assistantship. If 
not paid on time, a late fee will be issued and it is possible that courses will be 
dropped. There will be no advance pay for this situation.  
 

�x International students are subject to additional rules articulated by the federal 
government. Differences between international and domestic students include 
work eligibility, tax status and the ability to have additional on-campus 
employment. International students must obtain a social security number prior 
to be eligible to work.  International students are to direct their questions the 
International Student and Scholar Office (ISSO) at 1 410-704- 2421.  Where 
there are differences between information in the Graduate Student Handbook 
and information provided by ISSO, international students are to abide by ISSO 
guidelines (See Appendix C).  

Appointment Letters 
 
Upon appointment, each graduate assistant will receive an appointment that contains 
detailed information concerning the terms and expectations of the assistantship. The 
appointment letter (completed GA Appointment Request Form) and supporting 
documents will include information about:    
 

1. Length of the appointment 
2. Starting and end dates of the appointment, including the dates during which 

the graduate assistant is expected to be on campus to perform the duties of the 
assistantship 

3. Average weekly time commitment of the assistantship 
4. Basic responsibilities of the assistantship 
5. 
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Stipend and Tuition Waiver s 

 
Graduate assistants are eligible for a stipend and tuition waiver. The amount varies 
according to the type of graduate assistantship, length of the period of employment 
(months)

https://interactive.marylandtaxes.gov/extranet/cpb/posc/user/start.aspx
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Registration and Billing 
 

Students must be registered for courses before they can receive a graduate 
assistantship. Supervisors are encouraged to submit the completed Graduate 
Assistantship Appointment. Request Form as early as possible. This will enable the 
Graduate Assistantship Office to submit the documentation for tuition waiver to the 
Billing Office and the Hiring Form for stipend payments to the Payroll Dept. in a 
timely manner. Students must pay for or have submitted to the Billing  Office 
completed evidence of payment for all fees and tuition not covered by the award 
before the tuition due date once they register for their courses.  Examples of 
evidence of payment are financial aid packages, scholarships, and fellowships. 
 
Late payment for tuition and fees results in a $150 non-refundable late payment fee. 
Supervisor�s timely submission  of the Graduate Assistantship Request Form 
minimizes the risk that the student will be charged for the tuition and assessed the 
late fee.   
Students who postpone registering for courses to delay when they will be billed by the 
University compromise the likelihood of receiving a graduate assistantship. They also 
run the risk that their needed courses will not be available. 

 
Registration and Billing Schedule 

Fall Spring Summer 2024-2025 
Student Registration Date Bill Due Date 
4/8/2024 (Fall 2024) 9/4/2024 (Fall 2024) 
11/11/2024 (Spring 2025)  
Summer 2025 TBA Change of Schedule Period Ends 
 9/4/2024 (Fall 2024) 
  

 
 
Minimester Tuition  
Graduate Assistants on Fall/Spring contracts are allowed to take minimester courses at 
the in-state tuition rate. However, graduate assistants are not eligible for a tuition 
waiver for these course units. 
 
*All requests to take courses during minimester at in-state rates must be made via 
email to gao@towson.edu. Once the request is made, an email will be sent to the 
Billing  Office to ensure the student is billed at the in -state rates. 
 
 
 
 

http://www.towson.edu/bursar/payment/schedules/minimester.html
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Summer Session 
Graduate Assistants on spring assistantship contracts (10 h or 20 h) are eligible to take 
summer courses at the in-state tuition rate. However, spring graduate assistants are 
not eligible for a tuition waiver for summer course units unless they are on a summer 
assistantship contract. 
 
Students on summer graduate assistantship contracts are eligible for a tuition waiver 
and stipend. Summer assistantships are separate contracts from fall/spring 
assistantships. Students who are not enrolled in classes during the summer sessions 

http://www.towson.edu/bursar/payment/schedules/summer.html
http://www.towson.edu/finaid
mailto:finaid@towson.edu
http://www.towson.edu/admissions/tuition/cost.html
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If you elect to enroll, all student rebates will be transmitted electronically to 
the bank account of your choice. If you do not enroll, student rebates will be 
automatically mailed to the permanent address we have on file. At this time 
only students can sign up, therefore all rebates from Parent Plus loans will be 
mailed to the borrowing parent directly to the permanent address on file 

6. Graduate assistants whose aid is reduced will receive an e-mail from the 
Financial Aid Office advising them to log into “Towson Online Services� 
https://inside.towson.edu/psLogin/ to view their new aid package.  

7. The Billing Office will run new bills after the end of the Drop/Add period. 
Graduate assistants whose new bill indicates that there is a change to the 
amount they owe the university will receive an e-mail from the Billing Office 
directing them to view their eBILL online. Graduate assistants can view their 
TU Customer Account at any time using “Towson Online Services�  
https://inside.towson.edu/psLogin/  

8. Students who receive a graduate assistantship for only the fall term (i.e., do not 
have an assistantship for the spring term) and want to request a spring loan 
increase, must notify the Financial Aid Office.  They can increase their spring 
budget based on their spring out-of-state rates and can then reevaluate their 

https://inside.towson.edu/psLogin/
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income tax on compensation (i.e., the stipend) received for graduate assistantships. 
The amount remitted for tuition qualifies as a non-taxable scholarship. Graduate 
assistants who have questions concerning tax obligations should consult a tax counsel 
or the Internal Revenue Service (1-800-829-1040). 

 
Retirement and Social Security (FICA) 
Retirement benefits are not withheld from the stipends of graduate assistants. 
Graduate assistants are exempt from Federal Insurance Contribution Act (FICA) taxes 
provided they maintain enrollment and are registered with at least half-time status (6 
units). Graduate assistants taking less than 6 course units during the fall and spring 
terms are subject to FICA. 

Positions and Responsibilities 
 
Graduate assistants may be awarded positions in academic programs, administrative 
offices, external works sites or other sites approved by the graduate dean. Students 
are encouraged to apply for though are not limited to those positions that are in the 
department of their degree program and in other university units related to their 
professional goals. 
 
Graduate assistants are assigned duties that are commensurate with their experience 
and qualifications, and with the needs of the program/office/worksites. 
Responsibilities vary and may include general and project support for programs, 
departments, university units and external agencies; teaching and classroom support; 
research and grant support; technology support; and tutoring services. The Dean of 
Graduate Studies approves all job descriptions.   
 
Graduate assistants are to provide appropriate support in the assigned department, 
administrative unit, or off-campus site for the number of hours per week specified in 
the letter of the appointment. Graduate assistants will be given a written description of 
their responsibilities. However, the supervisor retains the flexibility to adjust these 
responsibilities throughout the term to meet emerging needs.  

 

Length of Graduate Assistantship 
 
The graduate assistantship is for the term of the contract which may be 2.5 months, 
4.5 months, or 9 months. They may be full time or half time:  
 

�x Full-time graduate assistants are for 20 hours per week. The 20-hour graduate 
assistantship, together with class attendance and study, is considered a full-
time undertaking. Full-time assistants must satisfactorily fulfill their 
responsibilities to the university without conflict by outside employment. 
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�x Half-time graduate assistantships are for 10 hours per week. The 10-hour 

https://www.towson.edu/academics/graduate/assistantships/
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�x Running an undergraduate laboratory -(In-class lab contact hours should not be 

more than half of the total assistantship hours) 
�x Assisting the professor in preparation of teaching materials and learning 

resources 
�x Grading class assignments (from a key or rubric of the professor) 
�x Making a presentation as part of a regular class 
�x Leading recitation, help, or tutoring sessions for undergraduate students 
�x Providing support associated with instruction, but not being in charge (i.e., 
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Doctoral Research Scholars � new Fall  2023 

Doctoral Research Scholars (formerly Doctoral Fellows) work under the supervision of 
a faculty mentor on their dissertation. While in this position, the student may perform 
teaching assistant responsibilities for one class per academic year. However, their 
primary responsibilities should most closely be those of a research assistant. The 
actual w9he 
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3. Nothing in this section shall prevent a program, department or unit from 
making an appointment to a graduate assistant on short notice based on a 
change in circumstances in class enrollments, availability of resources or other 
factors.  
 

Additional Benefits 
 
Time Away from Duty  
As per USM Policy III-7.11, 12-month full time graduate assistantships are eligible for 
20 hours of paid time away from duty per year. Note: 12-month assistantships usually 
are not awarded at Towson University. The paid time away from duty: (a) is in 
addition to institution holidays and other days that the institution is closed such as 
inclement weather; and (b) is to be scheduled, with the permission of the graduate 
assistant’s supervisor, at times that do not conflict with the duties of the assistantship. 

 
For those graduate assistants who work less than 12 months, the number of weeks in 
an academic term is more than the number required to complete the total required 
hours for their assistantship.  Thus, these graduate assistants should confer with their 
supervisor regarding requests for time away from duty. Requests for paid time away 
from duty must be approved by the graduate assistant’s supervisor and the program 
director, department chair, or unit head, with consideration given to the personal 
needs of the graduate assistant for such leave. 

�x 
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absence that exceeds a time period longer than two weeks, the graduate assistant 
typically should not be kept on payroll. Also, review the Billing Office Refund policy 
and Exceptions to the Refund Policy (including medical) for the tuition waiver. 
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Evaluation of Graduate Assistants 
 
The performance of graduate assistants in their assigned responsibilities is expected to 
be of the highest quality throughout the term of appointment. It is the responsibility of 
the supervisor to develop criteria for work expectations and to provide feedback to 
the graduate assistants regarding their performances in the assistantship. They are to 
have a system for monitoring the work hours and type and quality of work.  
 
Supervisors and graduate assistants are to maintain a record of the hours worked and 
the work done each week.  The work is to be educationally and professionally 
relevant, rather than clerical in nature. There is some flexibility in the hours graduate 
assistants work each week. Those with a 10-hour assistantship should work about 10 
hours per week (a total of 165 hours in fall or spring semester); students with a 20 hour 
assistantship should work about 20 hours a week (a total of 330 hours in a fall or 
spring semester). Under no circumstance should work extend beyond 40 hours in a 
week and only if the student is able to accommodate the additional hours without 
compromising academic studies. Working 30-40 hours in a week is considered a rare 
exception and should not occur several weeks in succession.  In addition, supervisors 
and graduate assistants should keep a record of the supervisory sessions.  Supervision 
should occur routinely throughout the assistantship.    

Conduct and Professional Behavior 
 
Graduate assistants are expected to conduct themselves with the same sensitivity and 
thoughtfulness that they would expect to receive from others in all their interactions 
with students, faculty, and other members of the university community. A graduate 
assistant’s teaching, research and administrative activities are subject to the ethical 
precepts and code of the academic profession, to the laws of the State of Maryland 
regarding its employees, and to the university policies that govern institutional 
obligations. Violation of any of these 
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assistantship placements) or the dean of Graduate Studies (for non-academically 
related graduate assistantship placements). The graduate assistant is to submit the 
appeal in writing to the dean, including all documentation provided to the program 
director, chairperson



22 
 

mechanism on USM Policy VIII-7.10, University fraud reporting policies, and any 
relevant state or federal “whistleblowing” laws.   

Additional On -Campus and Outside Employment  
 
Domestic graduate assistants who wish to hold a position on campus beyond 20 hours 
of a graduate assistantship may do so only if the payment for the additional position 
comes on an hourly basis paid through a timesheet. The total amount of work hours 
per week allocated to an assistantship and other forms of on campus employment 
may not exceed 25 hours per week. Graduate assistants on a 20-hour assistantship 
may be employed on campus for a maximum of 5 more hours per week beyond 
assistantship duties. Graduate assistants on a 10-hour 
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Professional Development  
 
Orientation and Information 
Graduate assistants are to 
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confer process
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�x Students are not permitted to work until all of their paperwork has been 

processed in the Graduate Assistantship Office. Please note that due to 
payroll processing deadlines this process takes an average of 4 weeks 
before the assistant will receive their first paycheck. 

 
�x Students should not work over the 10 or 20 hours they are assigned. If this 

occurs, they should be compensated by one of two ways: 
a. Paid as a student worker for any extra hours 
b. Allowed to leave early for another day so that the hours worked are 

properly balanced 
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Frequently Asked Questions 
 
Q:  What is a graduate assistantship? 

A: Graduate Assistants (GAs) are, first and foremost, graduate students pursuing an 
education. The opportunity to work closely with faculty members and undergraduate 
students in teaching, research, or office 
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Q:  How many hours must a graduate assistant work each week? 

A:  Graduate assistants work 10 hours or 20 hours a week, depending on the terms of 
their contract.  With attendance in classes and study, 20 hours is expected to be a full-
time undertaking.  The 10 hours is designed to accommodate special needs of the 
departments.  Graduate assistants must be able to satisfy their graduate assistantship 
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Q:  Will my assistantship benefits affect my eligibility for student loans and other 
forms of financial aid?  

A:  Consult the Award Guide for Financial Aid. Review Award Changes & Reductions to 
learn how and when your aid may be adjusted and how to prevent and prepare for 
changes in financial aid. 

How does a graduate student apply for a graduate assistantship? 

A:   Handshake typically includes positions for non-academic and administrative 
offices. (i.e. Housing & Residence Life, Parking & Transportation, Student Activities, 
etc.) Most Graduate Program positions are awarded directly by the Graduate Program. 
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Step 6: Go to Office of Human Resources  
(Location: Administration Building, Room 101) 
 
Complete Section 2 of the I-9 – bring two original forms of identification  
 
Acceptable forms of identification  
 
* Bring completed W-4 Form & Direct Deposit Forms  
 
Option Sign up for: 
Payroll Online Service Center (POSC) 
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Graduate Assistant Hire Checklist 
(For International Students with Social Security #) 
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Graduate Assistant Hire Checklist 
(For International Students without Social Security #) 
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Step 6: Go to International Student & Scholar Office (ISSO) 
 (Location: Psychology Building, Suite 408) 
 
Bring proof of work authorization, (VISA, I-20(s), I-94) 
 
Bring copy of I-9 Confirmation Tax Residency Status Form 

mailto:nratax@towson.edu
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Appendix C: International Student and Scholar Office 

International Student & Scholar Office 

Frequently Asked Questions 

Before You Arrive at Towson University 

When You Arrive 

Working, Traveling and Leaving TU 
 
Am I allowed to work?  
F-1 or J-1 full-time students are allowed to work on-campus for any Towson University 
department or office, on a part-time basis, up to 20 hours per week during the school 
year and full-time during school vacation periods.  Off-campus employment requires 
special permission and usually can be done only after the first academic year (9 
months) of full-time study at Towson University. 
 
Where can I find information about on-campus and off-campus jobs? 
You can search for on-campus jobs using the Career Center’s web portal. Also, speak 
to your department or academic advisor about possible job openings. 
 
In addition, the Career Center has a job search database, “Going Global.” Access “Going 
Global” for 600,000 worldwide job/internship postings, 35 country career guides, 
searchable H1B Plus database and MORE!  The link to “Going Global” can be found on 
the Career Center’s home page. 
 
How do I get a Social Security Number (SSN)? 
F-1 students are permitted to apply for a Social Security Number provided they have 
an on-
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�x Have your supervisor complete the top portion of the sample employer letter, 
and print it on office letterhead. 

�x Bring the completed letter to ISSO to certify.  ISSO staff will contact you when 
it is ready for pick-
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INSTRUCTIONS FOR TOWSON UNIVERSITY SUPERVISORS REGARDING 
INTERNATIONAL STUDENTS� SOCIAL SECURITY NUMBER APPLICATIONS: 
 
Effective October 13, 2004, international students in F-1 non-immigrant status who 
wish to apply for a social security number must now show proof of employment, or 
evidence of a job offer, at the time they submit their social security number 
application. 
 
If you have hired or intend to hire an international student with F-1* status, you will 
need to complete the following steps to assist them in obtaining a social security 
number. 
 

�x Write a letter which includes specific information requested by the Social 
Security Administration (SSA) verifying their employment.  (The International 
Student and Scholar Office (ISSO) has drafted a letter (see example below) that 
meets all of the SSA requirements and is available on the ISSO web site. 

 
�x An individual letter must be completed for each student. 

 
�x Please complete the required information (up to the “Signatory’s Title” section) 

and print it on your office letterhead. 
 

�x Once this letter has been printed, an original signature in blue ink is necessary. 
 

�x The student must then bring the letter to the International Student and Scholar 
Office for certification by a Designated School Official (ISSO staff member), as 
this is also a Social Security Administration requirement. 

 
Thank you for assisting your F-1 student employee with obtaining a Social Security 
Number.  If further information would be helpful, please contact our office. 
 

� Most Towson University students are on F-1 student visas.  There are 
currently about 800 students on our campus in F-1 student status. 
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To Whom It May Concern: 
 
This is evidence of on-campus employment for _____________________________ 
 
Nature of student’s job (e.g., wait staff, library aide, research assistant, etc.): 
 
___________________________________________________________________ 
 
Start date: _________________                   Number of hours/weeks: ____________ 
 
                                                          52-600-2033 (Chartwells, etc. will have a different 
                                                          number) 
Employer Contact 
Information:                                __________________________________________ 
                                                    (Employer telephone number) 
 
Supervisor                                       __________________________________________ 
                                                         (Printed name of student’s immediate supervisor) 
 
Sincerely, 
 
______________________________________        _________________ 
Supervisor’s Signature (
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Appendix  D: Organization of the Meet and Confer Representative 
Selection Process 

 
University System of Maryland 

Organization of the Meet and Confer Representative Selection Process 
Principles and Guidelines  

 
1) Upon their request, the Graduate Assistants (GAs) and Adjunct Faculty (AF) at each 

University System of Maryland (USM) institution will be given the opportunity to 
select an outside labor organization to represent them in periodic meetings with 
administration (referred to as “meet and confer” or M/C). 
a) The GAs and AF may choose to continue to meet directly with administration 

without a labor representative. 
b) In general, upon a successful election, one outside labor representative will 

represent all of the institution’s GAs or AF.  However, in exceptional 
circumstances, an institution may agree to more than one representative if, 
within the GA or AF populations, distinct communities of interest clearly exist 
whose concerns can be addressed adequately only with separate 
representation.   

c) The M/C process is available to GAs who are covered by the USM Policy on 
Graduate Assistants, No. III--7.11, and AF, as defined in USM Policy on the 
Employment of Adjunct Faculty, No. II—1.07. 

 
2) Each institution will have functioning GA and AF advisory groups that meet policy 

requirements.  If feasible, these groups should be selected through election by a 
reasonable number of GAs or AF, either as part of a larger shared governance 
organization or as a separate GA or AF advisory group.   If an election process is 
not feasible, then the advisory group will consist of all GAs or AF who volunteer to 
serve on the group.   
 

3) 
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6) The USM will provide for: 
a) Amendments to the current GA and AF policies to reflect the availability of M/C 

and the fundamental requirements for the M/C process. 
b) The preparation of guidelines and fact sheets for use and distribution as each 

institution determines is appropriate. 
c) An orientation and training program for campus administrators and others to 

take place after a request by GAs or AF for an election is made at an institution.   
 

7) Selection of External Representation for M/C.  Upon the request of a GA or AF 
advisory group, an election will be held at the institution to determine whether 
GAs or AF wish to engage an external representative. 
a) To initiate the election process, the GA or AF advisory group will also have to 

provide an expression of interest on the part of at least one external 
organization to serve as their meet and confer representative.  

b) The election should be administered in collaboration with the GA or AF 
advisory group in a manner intended to maximize participation, subject to 
basic USM and institution ground rules. 

c) Election ground rules will be developed by the advisory group and institutional 
administration and will include: 
i) The standard for qualification as an external representative. 
ii) A requirement that the election be held within 60 days of a written request 

by the GA or AF advisory group, unless the group specifically requests a 
longer period. 

iii) A minimum period of three to seven days, during the academic year, in 
which voting may take place.   The voting period may exceed 7 days if 
needed at an institution. 

iv)  The ability of GAs and AF to vote electronically from a remote site. 
d) A minimum of 50% of GAs or AF must participate in an election for it to be 
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i) The President of the institution may certify the validity of an election where 
less than 50% participation has been achieved upon a showing of 
exceptional circumstances which demonstrate that the election process 
nonetheless has been fair and representative.  If the election does not result 
in the selection of a labor representative, the institution will not be required 
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