GUIDELINES FOR HIRING
INSTRUCTIONAL ASSISTANTS IN CCAS
Instructional Assistants are part-time instructional staff hired to assist a professor with a specific course or manage a laboratory, discussion or recitation section associated with a course. They receive a salary as compensation for their services rather than the package of support normally offered to Graduate Assistants and should not be called GAs. In most respects, however, their responsibilities as addressed in this policy are similar. Responsibilities may vary in scope but are typically less than those of a full GA, who carries up to 20 hours a week of responsibility. IA’s are excluded from the Collective Bargaining Agreement (CBA). 
Eligibility:
· Must not be a GW Student
· At a minimum, this person should have a bachelor’s degree from an accredited institution (attach resume to Hire Form)

· This person should have an academic background in the course material as assessed by the Chair

Hiring Process:
· Forms to hire IAs must be charged to Account 51123 (PT faculty budget) and submitted to CCAS in conjunction with TPT Hires.

· CCAS Graduate Office sets pay scale for IAs: $940-$2,820 (AY18-19) per semester, per average hours worked each week. 
· Graduate Office sets GA salary standards each year; IA& GA salaries are identical

· IAs cannot be in the classroom until the appointment has been approved by CCAS and IA has completed I-9 form with Human Resources
· Reappointments depend on Department evaluations and needs

Duties:

· IA duties and time commitments will vary, but are typically less than 20 hours per week (total).  This is especially important for international students on F or J visas. Students on J visas must work with ISO to obtain permission to work on campus.

· Some typical IA duties include:

· Conducting lab sections

· Administering and monitoring exams

· Submitting grades for laboratory work to lead professor

· Holding office hours

· Other duties as assigned by faculty mentors in consultation with Chairs
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