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Timeline, Roles, and Process Overview

FACS Graduate Assistant Hiring
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 Welcome & Purpose of Meeting (Mike)

 Hiring Timeline (Brooke)

 Duties/Responsibilities By Role (Delilah)

 New Hire Workflow (Delilah/Brooke)

 Returning Graduate Assistant Workflow (Delilah/Brooke)

 Offer Letter Templates & Calculator (Delilah/Brooke)

 Department Spreadsheet (Brooke/Tina)

 Summer Actions (Delilah)

 Reminders & Best Practices (Mike)

 Open Forum Discussion
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Purpose of the Meeting
 Begin with the End Goal in Mind 

 Understanding of Roles

 Resources Available

 Best Practices

 Open forum for discussion and questions
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Duties/Responsibilities by Role
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New Hire Workflow
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Returning Graduate Assistant Workflow
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Offer Letter Templates & Calculator
 Offer Letter Templates

o Use the FACS Offer Letter Template for new and returning graduate 
assistants

o OFHR (HR) communicates the new offer letter template each year to 
departments, which is saved under each Department’s Graduate 
Assistant file in the R drive: R:\DEPT and on the OFHR website

o All Graduate Assistants must have a signed offer letter every year as 
it communicates expected number of work hours per week and pay.

o If FTE (work hours) changes, then the Graduate Assistant receives a 
new letter to set correct expectations for work hours and pay.

 Calculator
o Use to calculate monthly pay rate and total annual pay amount for 

offer letters.
o Annual rates and GA Calculator are saved under each Department’s 

Graduate Assistant file in the R drive: R:\DEPT and on the OFHR
website 

o The calculator is based on the type of GA (Fiscal or Academic), 
degree level (PhD or MS) and the FTE percent (33.3%, 40%, 50%).

FACS GA Hiring

https://www.fcs.uga.edu/faculty_staff_resources/ofhr
https://www.fcs.uga.edu/faculty_staff_resources/ofhr
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Department GA Spreadsheet
 Spreadsheets are due to the OFHR (Payroll) by:

 The spreadsheet is used during the OFHR Payroll reconciling process because it 
is compared with the position funding cube to ensure that GAs are paid and 
funded correctly.

 To ensure accuracy during the reconciling process, spreadsheets must be updated 
whenever a change occurs (i.e. delayed start date, funding source change, 
amount change, etc.) and saved in the appropriate folder on the R:\DEPT

o Updates to File:
• Fall/Spring/Summer Columns
• Lines for each GA now together
• Example Tab for Completing 

o Save spreadsheet file with most recent date
o Summer Spreadsheets are reconciled by Dept, but not OFHR, as 

Dean’s Allocation is not used during Summer.  

FACS GA Hiring
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Summer Actions
 Academic Year GA’s who work during summer must have a signed Summer 

Offer Letter. The Summer Offer Letter template is saved in each 
Department’s Graduate Assistant file in the R drive: R:\DEPT and on the 
OFHR website.

 Summer instructional dates for Graduate Teaching Assistants can be found on the 
Office of the Registrar’s Academic Calendar schedule website at 
https://reg.uga.edu/general-information/calendars/academic-calendars/. 

 Short Work Break/Return to Work for Graduate Assistants are submitted in 
OneUSG Connect by Department Business Managers for Graduate 
Assistants who do not work during summer. SWB/RTW dates must align 
with dates in the offer letter. Instructions on how to submit SWB/RTW: 
https://hr.uga.edu/employees/grad_assistant_management/short_work_bre
aks/. 

 SWB/RTW requests in OneUSG must be future dated.
 Backdated requests must be submitted by ticket to UHR.

 NOTE: Graduate Assistants will continue to receive full monthly pay if 
not placed on Short Work Break or terminated appropriately in 
OneUSG Connect by the department.

FACS GA Hiring

https://www.fcs.uga.edu/faculty_staff_resources/ofhr
https://reg.uga.edu/general-information/calendars/academic-calendars/
https://hr.uga.edu/employees/grad_assistant_management/short_work_breaks/
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Reminders
 Department must store Graduate Assistant signed offer letters 

and performance evaluations at R:\DEPT.

 System needs to match the department’s spreadsheet.

 Total pay and monthly rate must be reflected correctly on offer 
letter.

 Limitation of FTE changes during the Fiscal Year:
 Must be requested prior to effective date (at least one 

monthly payroll cycle in advance).
 There will be 1 change allowed to FTE per semester.
 If approved, FTE changes require a new offer letter.

 No switching between Academic & Fiscal employment dates.  

FACS GA Hiring
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Best Practices
Ensure employee (graduate assistant) understands pay 

amount and frequency… this is our end customer

Coordinate and collaborate together in the department 
(Department Head, Graduate Coordinator, Graduate 
Coordinator Assistant, and Business Manager) – this is a 
team effort

Communicate often and clearly

Plan for deadlines

Ensure changes are submitted timely for rate, pay and/or 
funding revisions

FACS GA Hiring



Open Forum

Questions, Comments, Concerns, Other Thoughts
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