COLLEGE OF EDUCATION & HUMAN DEVELOPMENT

GUIDELINES FOR SUPERVISORS OF GRADUATE ASSISTANTS

The supervisor guidelines include the following areas: hiring, mentorship, advocacy, assessment & evaluation, supervision, & workspace.

Hiring 

Supervisors should apply the University of Louisville’s commitment to diversity when hiring a Graduate Assistant.  A student must be unconditionally admitted to a CEHD graduate program before he/she can be hired as a graduate assistant.  

Mentorship 

Supervisors should consider themselves as mentors for their graduate assistants.  In this role, supervisors should seek opportunities to integrate their assistants into the academic community.  In particular they should seek ways to involve GA’s in teaching, research and publication, and service to the profession activities as well as help their GA’s build their skills in technology and leadership.  Finally, GA’s who contribute significantly to publications, i.e. writing initial drafts of manuscripts, should receive some author credit.

Advocacy 

Advocacy is similar to mentorship but may apply to situations that outside of the assistantship itself.  This is a proactive role for the faculty supervisor to troubleshoot issues the student may face negotiating the academic and institutional challenges that may occur during their tenure as a student.  In addition, the supervisor should assist in helping the GA connect the academic program with professional and work experiences.  

Supervision 

Under this role the supervisor develops a plan and timeline with the GA; that is, all graduate assistants are to have a written work plan that will guide their daily activities and provide a structure for their annual evaluation.  Certainly, GAs require a flexible schedule to accommodate their class and program responsibilities, but 20 hours per week must be maintained and documented.  A printed work log should be maintained by the GA, approved by the supervisor either weekly or biweekly, and filed for subsequent review.  (Attachment – Timesheet template)

Assessment & Evaluation* 

The successful supervisor will develop a set of academic, experiential, and professional goals with the GA, provide continuous feedback concerning progress toward those goals, and finally share a summative evaluation of the GA’s overall growth.  GA evaluations are to be annually conducted by their supervisor and submitted to the Research Office. (Attachment - Graduate Assistant Evaluation Form and Graduate Assistant Request/Justification Form)

Work Space

· Computer Assignment & Access

It is the supervisor’s responsibility to make sure that their Graduate Assistant has a computer account.  These arrangements need to be made with the ERTC.  The Graduate Assistant should also be provided with an appropriate computer.

· Work Area
GA’s are both workers and students.  As such, they should have a space where they can perform their assigned duties and also carry out their studies.  GA’s may be required to share offices and/or desks, but the arrangement should support both roles of the GA.

· Phone

Phone access should be based on the requirements of the assignment.  Sometimes shared phones are adequate, other times private lines with voice mail are needed.  Departments or grants are to support the costs of these items.

· Supplies

The supervisor needs to insure that their GA’s are accommodated with all appropriate supplies necessary to fulfill the tasks that they are assigned.

*Use Time Sheet Spreadsheet to log weekly activities
