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Kuali Build 

 

Kuali Build home page that can be used to access all 
Kuali Build forms, including prior submissions, saved 
drafts, and action list to approve forms 

GA Contract 

 

GA contract form 

GA Timesheet 

 

Online timesheet for GA to record time and submit to 
supervisor  

Hiring Unit Resources 

 

Compilation of resources for contract submitters and 
supervisors on GA hiring 

Sample I9 – Domestic 

 

Sample I9 to use as a guide when completing an I9 
with a domestic student.  

 

Sample I9 – 
International 

 

Sample I9 to use as a guide when completing an I9 
with an international student.  

 

https://siue.kualibuild.com/app/builder/#/home
https://siue.kualibuild.com/app/60ba914019cc85001fe6b019/run
https://siue.kualibuild.com/app/6351719d376749e9b5805744/run
https://www.siue.edu/graduate-students/assistantships/hiring-unit-resources.shtml
https://www.siue.edu/graduate-students/assistantships/SampleDomesticGAI9.pdf
https://www.siue.edu/graduate-students/assistantships/SampleInternationalGAI9.pdf
https://www.siue.edu/graduate-students/assistantships/SampleInternationalGAI9.pdf
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Orientation for GA 
Hiring 

 

Brief online orientation for GA contract submitters 
and supervisors new to the GA hiring process 

GA Handbook 

 

Policies and procedures related to GA 
responsibilities, benefits, and requirements 

Employment 
Verifications 

 

Information for current or former GAs on obtaining 
verification of employment from the Graduate School 

Human Resources File 
Drop 

 

Electronic, secure site to use to send completed 
W4’s to Human Resources.  
 
Choose Document “W4” and Payroll “SM” when 
submitting the form 

https://www.siue.edu/its/training/GAHiringOrientation/content/#/
https://www.siue.edu/its/training/GAHiringOrientation/content/#/
https://www.siue.edu/graduate-students/assistantships/index.shtml
https://www.siue.edu/graduate-students/assistantships/employment-verification.shtml
https://www.siue.edu/graduate-students/assistantships/employment-verification.shtml
https://filedrop.siue.edu/filedrop/hr-payroll
https://filedrop.siue.edu/filedrop/hr-payroll


Graduate Assistant Training 
for Contract Submitters



Introductions

Attendee Engagement

Christina McGuiggan, Office Administrator

Graduate Assistant Contracts, Tuition Waiver 
Processing 

Jill Smucker, Director of Graduate Education 

Requests for Exceptions, GA Challenges or 
Concerns 



GA Hiring Process: Overview of GA Hiring 
Steps

Attendee Engagement

Initiation and Approval
GA hiring starts after a unit receives approval for a graduate assistant position (See the GA 
contract form for GA positions that are exempt from a separate SPA approval form)

Job Posting and Interviews
The hiring unit posts the position on the GA job posting page, conducts interviews, and 
offers a graduate student(s) the position.

Contract Submission and Review
Contracts are submitted for selected candidate(s) via Kuali Build and reviewed for eligibility 
and contract terms by the Graduate School.

Final Approval and Payroll
Approved contracts are added to payroll and tuition waivers sent to Financial Aid.
**NOTE: Students who are not enrolled yet will not have a waiver sent to Financial Aid until 
they are enrolled.



Completed GA Contract Example



Completed GA Contract Example (cont.)



I-9 Education: I-9 Completion and Review

Attendee Engagement

Form Completion Requirements
Both student and department representative must complete 
and sign and date their sections on or before the first date of 
the contract. Document review must be done in person. 

Document Verification for International Students
International students must list foreign passport, Visa, I-94, and 
I-20 documents in Section 2 List A. Reference the sample I9 on 
the GA Hiring Unit Resources page for additional help.

Submission and Approval Process
I-9 forms must be uploaded securely via the file drop link and 
approved promptly in Kuali Build system.

Training and Error Review
Collaborate with your table to identify the errors on the sample 
I9’s. Each I9 is for a student whose 1st day of employment is 
08/16/2025.



I-9 Education: I-9 Completion Exercise

Attendee Engagement

Training and Error Review
Collaborate with your table to identify the errors on the sample I9’s. Each I9 is for a student 
whose 1st day of employment is 08/16/2025.

Check the sample I9 your table is given
Discuss with your table what is incorrect or missing on the form
Each I9 is for a student whose 1st day of employment is 08/16/2025
NOTE: Graduate School I9 practices have updated to include reviewing most recent I9 
on re-hires. 
TIP: You will receive a notification immediately after your contract is reviewed if the 
contract requires an I9. Please take it seriously! 



GA Communications: Handling Common GA 
Communication Scenarios

Attendee Engagement

Employment Verification Requests
The Graduate School is responsible for handling employment 
verification requests from current or former GAs promptly and 
accurately.

Tuition Waiver Coordination
Tuition waiver questions can be sent directly to 
cmcguig@siue.edu. 

W4 Form Submission
W4 tax forms should be submitted directly to Human Resources 
via their online file drop system to ensure proper processing and 
avoid delays.

Guidance for International Students
Determining the appropriate contact—Graduate School, HR, or 
ISSS—depends on the nature of the international student's 
inquiry.

mailto:cmcguig@siue.edu


Termination Policies: GA Contract Termination 
Guidelines

Attendee Engagement

When to Submit A Termination Form
Termination forms are required if a GA’s payroll record needs to end before the contract end 
date that was entered on their original contract.

Examples of Termination Reasons
Termination can be due to: personal issues that prevent a student from working, withdrawals, 
incorrect termination dates, or terminations due to performance concerns (see the Employee 
and Supervisor Relations section of the GA Handbook for guidance on addressing performance 
concerns). 
The termination form should be submitted as soon as possible to allow for removal from 
payroll before a GA is overpaid. 

No Form Needed at Contract End
If a student reaches their contract end date, no termination form is necessary.

Compliance Evaluation
All termination forms are checked against GA Handbook regulations to ensure institutional 
compliance.

https://www.siue.edu/graduate-students/assistantships/employee-and-supervisor-relations.shtml
https://www.siue.edu/graduate-students/assistantships/employee-and-supervisor-relations.shtml


How to Check a GA’s Termination Date

Contract Submitters

Login to Kuali Build
Click “My Documents” on 

the top of the main page

You can sort by “Document Type”. The 

student eID will populate in the title 

column.

Contract Approvers

Login to Kuali Build Search “Graduate Assistant 

Contract”

Search by 800#, name, budget purpose 

number or other details of forms you are 

routed to approve



GA Challenges and Solutions: Addressing 
Common GA Issues

Attendee Engagement

Managing Extended Leaves
Supervisor should discuss early contract 
termination or unpaid leave if a GA requires 
extended leave during their contract 
period.

Handling Absenteeism and Performance
Supervisor should follow GA handbook 
procedures on performance concerns and 
contact the Graduate School when 
appropriate.

Alternate Approval Procedures
Contact designated personnel to find 
alternate approval methods when 
approvers are unavailable.



Wrap-Up and Resources

Attendee Engagement

GA Funding Exempt From SPA
See the GA contract form for GA positions that 
are exempt from a separate SPA approval form. 

I-9 Form Guidance
Sample I-9 forms are available online, for both 
domestic and international students

Employment Verifications
The Graduate School manages employment 
verifications for current and former Graduate 
Assistants.

Key Resources
The GA Handbook, Hiring Unit Resources, and 
Orientation provide essential guidance on 
policies and contract management.



Thank You!





Adhering to the GA Contract
▪ Start & end dates of work

▪ Job duties

▪ Average hours per week

When SIUE is Closed
▪ GAs are granted same 

holidays/time off during closures 
without needing to make up hours

▪ If nature of job requires work 
during Univ closure, comp hours 
given during other periods

Policies & Processes 



▪ Sick leave: 4 hours/month for 50% 
appointment; 2 hours/month for 25% (not 
accruable)

▪ Bereavement leave: up to 3 workdays of 
paid leave for funeral of immediate family/in-
laws/grandparents; up to 1 workday for other 
relative

▪ Pregnancy/Parenting Leave:
Up to 12 weeks unpaid with 
tuition waiver honored; reach 
out to EOA Office for 
assistance

Policies & Processes : Paid Leave 



When GAs Need Schedule Modifications

▪ Time off beyond paid leave options – come to a 
written agreement immediately about when 
hours will be made up (ideally within one month)

▪ Extended absence can be managed by putting 
GA on unpaid leave (rare but sometimes 
necessary) 
▪ Executed via GA 

contract to place on 
leave & return from 
leave; creates break in 
payroll 

Policies & Processes: Scheduling Accommodations 



Timesheets are Required! 
▪ To record work time and any paid leave 

▪ Can utilize electronic or print version (both 
on GA Forms website)

▪ Completed by GA, reviewed by supervisor, 
retained in hiring unit

What Counts as “Work Time?” 
• Job training, including workshops/special 

events they are asked to attend

• Prep time & grading for TAs

• If significant or overnight travel is involved, 
use actual hours worked (not a 24-hour 
workday)

Policies & Processes: Timesheets & Work Time



If serious concern related to potential violation of Student 
Conduct Code, research/academic misconduct, violence, sexual 
harassment, illegal activity, etc. contact the Grad School and 
other appropriate offices immediately.

For more minor concerns:

▪ Have a verbal conversation as soon as possible to 
discuss expectations. Send summary in writing to all 
parties. 

▪ If continues – have a follow-up 
conversation with written warning. 
Identify remedies & deadline for 
resolution to avoid termination. 
Include Director/Chair. 

▪ If still not addressed satisfactorily –
can lead to termination. Include 
Grad School to discuss.

▪

Policies & Processes: Performance Concerns



• Early & ongoing training in multiple 
modalities (written materials, verbal 
instructions, shadowing others)

• Establish open line of communication & 
discuss preferred contact methods

• Clarify expectations for responsibilities, 
work schedule, and how to address the 
unexpected

• Be approachable and responsive

• Provide opportunities to give & receive 
feedback early and often (standing 
check-in meetings, project updates, 
etc.)

Training & Onboarding Best Practices 



Panel Discussion on GA Supervision 

Ryan Fries
Professor of 

Civil Engineering

Kevin Tucker 
Associate Professor of 

Chemistry

Natalie Rosales-
Hawkins

Associate Director of 
Campus Recreation 
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