
Graduate Assistant Program Procedures 
 
Establishing New Graduate Assistant (GA) Positions 
After initial consultations including the department head or chair  
 

1. The Department completes a Position Requisition Form (PRF) that includes a description of the 
GA role and expectations. 
• The Department must contact the Associate Provost for Graduate Studies for approval of 

the stipend amount for each Graduate Assistant. 
 

Since GAs are not employees, Otterbein provides 
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5. After the candidate verbally accepts the position, HR 
• Removes the posting from the websites. 
• Prepares and sends the appointment letter to the candidate. 
• Provides the candidate instructions for initiating and completing the background check. 
• Provides the candidate the Tuition Benefit Request form to be completed and returned to 

HR. 
 

6. The Department provides the new GA a copy of The Graduate School Policy Handbook and 
reviews the academic standards required to maintain a GA position. The handbook may be 
accessed at https://www.otterbein.edu/gradschool/graduate-student-resources/
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Graduate Directors may contact the Executive Assistant for Graduate Studies (Terry Magas, 
tmagas@otterbein.edu) for information about current graduate assistants. As noted above, unfilled 
Graduate Assistant positions are posted on the HR website.  

 
Terminating Graduate Assistants 
If a graduate assistant is leaving the position or not returning due to graduation  
 

1. The Department completes a termination PAF and forwards it to HR.  
• The exact last date of service for the GA should be listed on the PAF. 
• The PAF termination date should be the last day the GA works. If this step is not completed, 

the GA will continue to receive their stipend and tuition benefit. 
 

2. The Department completes an Off-Boarding Checklist. 
 

3. HR sends copy of the termination PAF to The Graduate School. 
 

Impact on Tuition Benefit and Stipend 
• If a GA resigns or is dismissed while preSpdfsa rrfNNqA PNqfrAqfsisT QqfrAiNa cm
kT Bqfqqrg Tc aA q q aA Fgsfsaqb Bggq
Tm RTTa 
cm kT Bqfqa q ] TJ  yT Q q  qfsNqfrANaa
cm kT BqfqqsA Tc aA q q aA NFgfFAr BPqA Tmm RTTrr r Tfr:f:i  Br :d  Brd 

 


