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Research Assistant (RA)  
Research assistants participate in research as directed by a faculty member or a 
principal investigator of a grant-funded research project.  This is expected to be 
primarily a learning experience in how to conduct research and to help the student 
prepare for a career.  Some examples of research assistant positions are included in the 
charts in section VIII.  
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Status, Term of Appointment and Time Commitment  
The maximum graduate assistant appointment is 27 hours per week.  With special 
approval of the Provost’s Office, a student may instead hold multiple smaller, fractional-
time, appointments that do not accrue to more than 27 hours per week – this includes 
hours worked for all campus jobs combined. International Students are only 
allowed to work for 20 hours a week. Students complete and must electronically 
sign the online Graduate Assistantship Form, which includes information entered by 
the unit that details the term, type of assistantship, tuition remission, stipend, number 
of hours per week of work required and a list of primary duties.  Students are entitled to 
a copy of the information on this form. This form must be approved by the Department 
Head, Vice-President or Dean, Provost’s Office, Budget Office, and Human Resources 
Office before becoming official.  (Each is responsible for certifying a different aspect of 
eligibility for the graduate assistantship.)  
The time specified is assumed to be the average time commitment per week.  It includes 
hours spent outside of the classroom or laboratory in the preparation of supporting 
work.  Nevertheless, the actual time spent in fulfilling duties will vary by individual 
because of differences in the types of duties assigned, personal experience, and the 
professional demands of the particular discipline.  Even within departments, 
assignments vary each semester and some graduate assistants may find themselves 
busier than others during a given semester.  Departments should provide similar 
compensation (including stipends and tuition) for positions with comparable job 
responsibilities and time commitments.  
  
Graduate Student Academic Performance  
Graduate assistants are expected to make satisfactory progress toward their intended 
degree. Minimum standards are determined by the individual academic units. Note that 
all Adelphi graduate students must earn a minimum GPA of 3.0 to qualify for 
graduation.  
  
Administration of the Assistantship  
Graduate assistants are directly supervised by the department or unit that offers the 
appointment. The unit determines the assignment, supervises work, recommends 
reappointment, and is the primary source of information concerning the details of the 
assistantship.  The unit may assign these responsibilities to a chair, director, a specific 
faculty member, or a committee of faculty.  Each department is responsible for outlining 
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Graduate students are expected to devote their time to their studies and to their 
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Dissertation Research Awards  
While these are rare, graduate students should inquire within their unit.  
  
Tax Liability of Financial Aid  
In most cases, graduate assistantships are taxable.  Consult your tax advisor, the Office 
of Student Financial Services and the Internal Revenue Service (IRS) for details for your 
specific circumstances.  
  
Credit Union Privileges  
Graduate assistants are eligible to join the Nassau Educators Federal Credit Union.  
  
CONFIDENTIALITY/FERPA/SARBANES-OXLEY ACT  

 
  
Due to the unique position many Graduate Assistants hold, all Graduate Assistants must 
complete the Anti-Harassment Workshop and sign the Acknowledgement within the 
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5. Disability Support Services:  students.adelphi.edu/sa/dss   
6. EEO Statement:  intranet.adelphi.edu/hr/policies/eeo.php   
7. Accessible Parking:  students.adelphi.edu/sa/dss/index.php  
8. Pay Schedule:  intranet.adelphi.edu/hr/payroll/pay_schedule.php   
9. Special Academic Programs for Non-Traditional Students: 

academics.adelphi.edu/special-programs/  
10. Health Services Center:  students.adelphi.edu/sa/hs  
11. Student Counseling Center  students.adelphi.edu/sa/scc  
12. Campus Safety:  administration.adelphi.edu/publicsafety/  
13. Traffic and Parking:  administration.adelphi.edu/publicsafety/traffic/  
14. Training:  http://intranet.adelphi.edu/hr/training/ 
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Art and Art 
History  

Ceramic/Sculpture Asst; 
Gallery Assistant  Art  15 weeks, 8-16 hrs per week  

Fire kilns, room assistant, maintain studio, help with art supplies, mix glazes; gallery assistance.  
 

Biology 
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Many Graduate Assistants work as research assistants assigned to individual professors; some work 
as teaching assistants assigned to individual professors; some work in the Psychological Services 
Clinic; a few work with an administrator on a career related task.  

Unit  Possible Duties  Major of Recent 
Student  Hours  

Education 
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Alumni 
Relations  Administrative Assistant  Finance and Banking  15 weeks  

Development  Administrative Assistant  Psychology  20 weeks  

Marketing and  
Creative  
Services  

Administrative Assistant  Art Education  15 weeks, 4-15 hrs per week  

   
  
  
  
  

 



GRADUATE ASSISTANT HANDBOOK rev. 3  
  

  13 
 

Student  
Services  Responsibilities include assisting the Director in the administration of various programs and daily 

operations of both the Office of International Student Services and Interfaith Center.  The GA will be 
required to interface with other departments and assist with research and statistics for both areas. 
The GA will assist with the development of International Education Week, International Orientation, 
Campus Orientation Workshop Series, Airport Pickup Program. Interfaith Festivals and Interfaith 
Center programs, which also includes the assessment and research development for these areas.  
The GA will also coordinate and supervise the International Mentor Program.   
  
Other responsibilities include preparing statistical information and reports, general office duties and 
customer service support.  This position requires thorough knowledge of Microsoft Office and 
databases including PowerPoint, Word and Publisher. Knowledge of  Photoshop and preparing art  
graphics a plus.  Excellent written and oral  communication skills, attention to detail and organization 
skills and confidentiality are required for this position.   
  

Student Affairs 
(Associate Dean)  
  

Graduate Assistant  Various majors  Graduate Assistant  

Responsibilities include assisting the Associate Dean in the administration of various programs and 
daily operations. The GA will be required to interface with other departments and assist with research 
and statistics. GA will have an opportunity to shadow the Dean to learn more about the position of an 
Associate Dean. The GA will also have the opportunity to represent the Associate Dean as a 
paraprofessional. The GA will assist with the development of Alternative Spring Break and FCAP 
programs, which also includes the dissemination of information to the participants. Other 
responsibilities include developing statistical information, maintaining a filing system and monitoring 
Associate Dean’s calendar and telephone.  Excellent computer, organizational, communication and 
written skills, and an ability to work independently. 20 hours per week, includes office and site visit 
requirements.    
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Unit  Possible Duties  Major of Recent 
Student  Hours  

Athletics  
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The duties of the G.A. Athletic Event Staff Supervisor consist of but not limited to: 1) Hiring and staffing 
student workers for all athletic events.  2) Supervising the event staff during athletic events for its pre 
and post set up.  3) Assist Event Manager/Special Project Coordinator with half-time promotions, 
tickets sales, and concession sales.  4) Assist Event Manager with special athletic events such as 
the Annual Athletic Golf Outing, Homecoming/Alumni Games, Midnight Madness, End of the Year 
Banquet, etc.  
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5. Human Resources – Verifies student has completed all necessary 
employment forms.  In the case of International Students, the office verifies that 
all necessary employment forms are completed as well as  Work Authorization 
forms.  

6. Payroll Department – 
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SPECIFIC INSTRUCTIONS:  

Graduate Assistantship Online Form  
  
The online Graduate Assistant Form is available through eCampus under the Service 
tab by launching eSAAS and then choosing “Graduate Assistantship Form”.  
  
The form entry is similar to the paper form but will streamline the approval process. 
Once the form is entered, each level (Dean, Provost, Budget, Human Resources, 
Student Financial Services) will be notified that the form is ready for approval.  
  
If at any point, the form is rejected, the Chair will be notified and the form will need 
to be resubmitted.   
  
The following instructions explain the online form and fields required for submission.   
  
  

  
1. The first screen allows you to select the student. If you know the Student’s Id Number you 
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a. When searching by name, enter the first 3 letters of the last name, a comma, and the first 
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3. Fill in the form as follows:  

a. Employee Dept – Select the correct department from the dropdown menu.  
b. Term – Select Fall, Spring, or Summer Term.  If selecting Summer, you will need 

to specify if its Session 1 or 2.  
c. Year – Select the appropriate year.  
d. Supervisor – 
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ii.   Stipend  – 


