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d. Exempt Teaching, Research, or Graduate Assistants: Teaching, research, or 

graduate assistants (student employees who directly support the academic 

function) are classified as exempt employees in accordance with the FLSA. 

 



/dept/academic-affairs/documents/aps/faculty/890303%20Employment%20of%20Graduate%20Assistants_2021.pdf
/dept/academic-affairs/documents/aps/faculty/890303%20Employment%20of%20Graduate%20Assistants_2021.pdf


Sam Houston State University  

A Member of The Texas State University System  

 
 

4 
 

c. Hiring a Graduate Assistant 

i. Hiring a Graduate/Doctorial Assistant in an Academic Department 

1. The department has discretion to elect to post the position through 

the HR applicant tracking system.  Otherwise, the department 

follows internal procedures for receiving applications and selecting 

candidates. 

ii. The hiring department notifies HR of the candidate recommended for hire 

in advance of notifying the candidate.   

iii. After HR affirms the prospective student worker’s eligibility for 

employment through registration verification and a background check, HR 

begin the new hire process with the new employee and department.  

iv. Graduate student employees cannot be employed in both an hourly and 

salaried appointment concurrently. 

v. New graduate assistants are required to attend HR Student New Hire 

Orientation.   

 

d. Hiring a Graduate Assistant (NE) in a non-academic department 

i. The hiring department must post all graduate assistant (NE) positions in 

the HR applicant tracking system. 

ii. Graduate students apply for employment through the HR applicant 

tracking system  

iii. The hiring department selects the qualified applicants for prospective hire 

in accordance with the posted job positions qualifications.  

iv. To begin the hiring process, the hiring department designates the 

candidate as recommended for hire within the HR applicant tracking 

system.   

v. After HR affirms the prospective student worker’s eligibility for 

employment through registration verification and a background check, HR 

will begin the new hire process with the new employee and department.  

vi. Graduate employees cannot be employed in both an hourly and salaried 

appointment concurrently.  

vii. New graduate assistants are required to attend HR Student New Hire 

Orientation.   

 

e. Graduate Assistant Work Schedules  

 

Graduate assistants receive a fixed stipend for services.  Such employees are 

expected to devote the number of hours necessary to their assigned duties and 

are designated as .50 FTE (working approximately twenty (20) hours per week).  

Any graduate assistant planning to work significantly more than twenty (20) 

hours per week must receive advance approval from their Academic Dean and 

may not work more than over .70 FTE (28 hours per week).   
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4. Benefits Eligibility  

 

a. An hourly student worker is not eligible to participate in retirement programs, 

fringe benefits, or receive holiday pay.  

 

b. A Graduate Assistant, employed at least half-time

/intranet/policies/finop/human_resources/documents/HR-05+Workplace+Accomodations.pdf
/intranet/policies/forms/documents/hr/Special+Performance+Evaluation.pdf
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v. All documentation related to the student employees’ performance and 

discipline should be kept by the department and shared with Human 

Resources in advance of termination. 

 

d. Serious violations of policy or those creating significant workplace disruptions 

may result in the immediate termination of a student employee.   

 

e. Supervisors should contact HR’s Student Employment or Employee Relations 

staff for guidance on the performance management of student employees.  

 

7. Grievance Procedure  

 

a. HR will assist any student employee in understanding the grievance procedure. 

Any student employee who has a problem, complaint, or dissatisfaction with the 

institution as an employer, has a conflict with a supervisor, or dispute with a 

coworker may file a grievance when there has been a violation of policy, 

procedure, regulation, or law. The grievance process is available to address 

issues related to wages, hours of employment, or conditions of work, including 

work performance-related issues. The steps below are to be followed to ensure 

prompt and orderly handling of grievances.  

i. Step One 

1. Student employees must first notify their supervisor of the 

concern, in writing by using the Grievance Statement Form, within 

ten (10) working days after learning of the action or condition 

giving rise to the grievance. Within five (5) working days of the 

notice, the supervisor and student employee shall schedule and 

hold a meeting to discuss the grievance and develop a written 

dispute resolution plan.  

2. In cases where the problem directly involves the immediate 

supervisor it is suggested the student employee discuss the 

problem with the supervisor; however, if this is not conducive to 

the resolution of the issue the employee should request a meeting 

to discuss the problem with the individual at the next level of 

supervision.  

ii. Step Two  

1. If the student employee is not satisfied with the decision of the 

supervisor and/or department, they may submit the same 

Grievance Statement Form to HR Employee Relations within five 

(5) working days of completing Step One. Upon receipt, HR will 

review the grievance within fifteen (15) working days and issue a 

written response within five (5) additional working days.  

2. The HR decision on student grievances is final and concludes the 

student grievance process.  

 

/intranet/policies/forms/documents/hr/Grievance_Statement_Form.pdf
/intranet/policies/forms/documents/hr/Grievance_Statement_Form.pdf


/titleix/SexualMisconduct.pdf
/intranet/policies/documents/PRE-29+Prohibition+of+Discrimination.pdf

