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Introduction 

The Department of Accounting hires graduate assistants (GAs) to assist faculty and the department 
with various tasks. The Chair of the department works to coordinate GA assignments with the faculty 
to ensure each faculty member has adequate instructional support.  
 
GAs should be dependable, responsible, and ready to do what is required. As a representative of the 
Department of Accounting, you should be professional and reflect positively upon the department.  
 

Qualifications 
 
GAs must take at least 9 graduate hours or graduate that semester in order to qualify as a GA. The 
department prefers that you take no more than 12 hours. If you drop a class (bringing you to 6 hours 
or less), you become ineligible for employment. 
 
For summer assignments, GAs do not have to take courses in the summer, but must be enrolled in 9 
hours for the fall (or graduating that summer) to be considered.  

 
Employment  
(Research GA hours are determined by the research coordinator.) 
 
GAs are expected to provide 320 hours of service per semester to the department and its faculty. GAs 
who average about 20-25 hours per week meet this goal pretty easily. GAs are not allowed to work 
over 25 hours each week. 
 
It is your responsibility to manage your hours and to complete 320 hours of service by the end of the 
semester. These hours should be distributed throughout the semester and may result in high and low 
weekly averages. GAs who believe they will not meet the 20-hour average should follow these steps: 
 

1. Ask professors for more work. 
2. Work with other GAs who need help or ask to take a proctoring shift. 
3. Check the “Extra Hours Opportunities” channel in Teams for departmental tasks. 
4. Work on extra trainings and tasks provided in the GA notebook. 

 
GAs should divide their time equally among faculty using this formula: 20 hrs / # of assigned faculty. 
This formula leaves 5 hours of wiggle room if assignments go over the planned amount of time. 
Faculty should expect no more than 5 – 10 hours a week from each of their assigned GAs, depending 
on how many professors a GA has been assigned. See the example below: 
 

# of Assigned Professors # of Allotted Hours per Professor 

2 10 

3 6.5 

4  5  
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Salaried GAs 
In order to justify salaried GAs, GAs must meet the hourly requirements for the semester. If a salaried 
GA is not meeting the required hours, the GA supervisor will reexamine the GAs position. Mandatory 
tasks may be assigned to make up for lost hours. A salaried GA’s position may be terminated if hours 
are not consistently met after additional tasks have been assigned.  
 
Hourly GAs 
Hourly GAs are paid only for the time they actually work. If an hourly GA is content with earning less 
than 20 hours a week, that is permissible as long as the GA is completing all assigned tasks and 
volunteering to help the department when needed.  
 
Hourly GAs who are short on hours and would like to earn more need to follow the steps above to try 
to obtain more hours. They can also follow the directions in the Extra Hours Opportunities channel to 
ask for more hours from other GAs. If after following these steps, hourly GAs are not able to find 
more hours, they may consult with the GA supervisor. The department will do everything possible to 
accommodate hourly GAs who are struggling for hours. 

 
Dress Code  
 
In order to professionally represent the Department of Accounting, we require all GAs to adhere to a 
business casual dress code. The following items of clothing will not be permitted in the department 
office, McCoy classrooms, or faculty offices while you are conducting GA or department business:  

• shorts 

• workout clothes 

• revealing clothing (this includes shirts with any part of the back missing) 

• t-shirts (one exception: TX State t-shirts can be worn on Fridays only)  

• jeans with holes (jeans without holes are permitted any day) 

• tank tops 

• hats 

•  
At times, you may be required to wear business professional or specific articles of clothing such as a 
Texas State polo, but we will give you ample notice if required. Examples include business 
professional for the GA group photo or Texas State polo when President Trauth is visiting McCoy. 
 
Because GAs are employees of the university and a direct reflection of both the instructor and the 
Department of Accounting, the expectation is that you will present yourself appropriately at all times.  
 
If administrative assistants, instructors, or the department chair feel various articles of clothing (or 
personal hygiene) are inappropriate for the office, you will receive verbal communication addressing 
the issue. If the issue persists, your position could be reevaluated.  
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Training 
(Research GAs are required to complete the Teams training and the SAP Student Safety training.) 
 
GAs are required to complete specific training during the first weeks of employment. Trainings and 
deadlines will be given in the GA Training binder. Training certificates must be added to your Master 
Time Report excel file upon completion. Training hours will go under the “Other” column in your time 
sheet.  
 
GAs looking for hours may complete approved Lynda.com trainings to earn hours as long as the 
training relates to career preparation. GAs need to get approval for trainings before completion. 
These certificates must also be added to your Master Time Report and will be used to confirm time 
sheets. Missing certificates for trainings reflected in time sheets may result in a loss of hours or a 
delay in pay. 
 
GAs are not allowed use more than 50 hours of Lynda.com trainings on their time sheets per 
semester. This total does NOT include the required trainings listed in your GA notebook. This 
averages out to about 3 hours per week. GAs may complete a maximum of 4 hours of Lynda trainings 
each week, BUT three-fourths of the total hours earned per week must be course related. Hourly GAs 
may get special approval for Lynda trainings during holiday breaks, but it is not guaranteed.  
 

Minimum Completed Course Hours Maximum Lynda Training Hours 

.75 hours .25 hours 

1.5 hours .5 hours 

2.25 hours .75 hours 

3 hours 1 hour 

. . . . . . 

12 hours 4 hours 

=3*Lynda training length =Completed Course Hours/3 

 

 
 
 
 
 
 
 
 
 
 

http://www.tr.txstate.edu/training/lynda.html
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Lynda.com  
1. GAs will need to login with their Texas State Net ID and passwords and authenticate with DUO. 

http://www.tr.txstate.edu/training/lynda.html 
 

2. Search for trainings by title, author, or keywords. You may also 
browse categories. 
 

3. Once you have completed a training, you will be issued a certificate. 
Certificates are kept under your profile. Hover over your name in the 
top, right corner. In the drop down menu, select Certificates. 

 
4. Click on “view/print” next to your certificate. Click “Save as PDF” in 

the top, right corner. Click “Open” in the dialog box. When your 
certificate opens in the pdf viewer, click “File” and “Save As.” Save it 
as a photo (.jpeg, .png).  

 
 

5. Open your Master Time Report and click on “Training Table of Contents.” Fill in the Title, 
Author, Date Completed, and Time (Rounded Up to Nearest Quarter). 

 
6. Create a sheet labeled with the corresponding number for the training. For instance, Microsoft 

Teams Essential Training is #1, so the certificate will go in the sheet labeled 1. Click Insert, then 
Pictures and locate the appropriate file for your certificate. 

 

 
 

 
 

7. Repeat these steps for every training you complete. The GA supervisor has the right to deny 
time for trainings if it does not relate to career preparation. GAs should get approval before 
completing trainings. 

 
8. The SAP Student Safety Certificate will be emailed to you upon completion. Save it as a photo 

and upload it to the appropriate numbered sheet. 

http://www.tr.txstate.edu/training/lynda.html
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Monday Reports 
(Research GAs are not required to submit Monday reports.) 
 
We require GAs to submit weekly reports giving an estimate of that week’s expected work hours 
every Monday by NOON. Monday reports will be included in your Master Time Report excel file and 
will be uploaded to Teams. 
 

1. Instructions to accurately fill in all required and necessary identification information is located 
in the “Instructions” tab. Please read them carefully. 

 
2. Fill in the highlighted information on the “Totals” worksheet. This will fill out the corresponding 

information on the weekly pages. 
 

3. Click on the “Monday Reports” tab. In the Quick Links, click on the appropriate Monday. The 
excel will move to the correct page. Fill out your report as shown in the example. Please be as 
detailed as possible. Your hours will automatically calculate.  

 
4. If you are below 20 hours, you must include a Plan of Action. 

 

 
 
 
 
 

 
5. You do not need to fill in anything for “Actual.” This will be calculated as you enter hours on 

your time sheet.  
 

6. Every Friday at noon, a reminder to complete your Monday report will be posted in Teams. You 
will only reply to the thread once you have completed your report. If a reminder is not posted 
on Friday at noon, the first person to complete their Monday report will start the thread based 
on previous threads. Please do not post about Monday reports until after noon on Fridays

 
 

Note: The required GA class counts toward hours worked.  
 

 
 



 

Department of Accounting  Graduate Assistant Handbook | 7 
 

Time Sheets 
(Research GAs are required to submit time sheets.) 
 
The time sheet template is a year-long excel spreadsheet that helps GAs keep track of their hours. 
Timesheets are due on deadlines without exception. Deadlines will be included in your GA Training 
handbook and will be added to the GA calendar. 
 
Hours (for all GAs) should be reported on time sheets bimonthly (ex. The 1st of the month through the 
15th and the 16th through the end of the month). If you do not fill out your time sheet correctly, you 
will need to correct it before submitting it for payroll. 
 

1. Instructions for timesheets are in the Instructions tab along with the Monday report. The 
information entered into the Totals tab will also populate throughout your timesheets. 

 
2. There may be password protected cells that cannot be edited. An error message will pop up if 

a cell is password protected. 

 
 

3. Click on the “Time Sheets” tab. In the Quick Links, click on the appropriate pay period. The 
excel will move to the correct page. As you fill out your time sheet, your hours will 
automatically calculate. You may fill in your time sheet daily if needed. 

 
4. You will need to fill in detailed information for the “Other” and “Department” columns. Please 

see the example timesheet.  
 

5. Please see the calendar in the GA notebook for time sheet due dates. We will also add these 
dates to the GA calendar. We require hourly employees to submit their time into SAP AT THE 
SAME TIME you complete your time sheet. Please do not submit your hours in SAP until we 
have posted a time sheet reminder in Teams. 
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Additionally, if an hourly employee fails to post hours into SAP by the payroll deadlines, you will 
not be paid until the NEXT PAYDAY.  
 
Please post in Teams if you have any issues or questions. 
 
SAP Instructions 
Instruction for submitting time into SAP can be found at the following link: 
http://www.tr.txstate.edu/itac/trainingvideos/sap/EmployeeSelfService/SAP-Employee-Self-
Service.htm The main menu can be found on slide 14. From there, click “Time Leave Information” and 
then select “Recording Working Time.” 
 
Please do not wait until the deadline to post hours in SAP. If there is an issue such as a technical or 
login error, YOU will need to call ITAC to get it fixed. This may delay your time sheet as well as your 
pay. 
 
Payment 
Salaried GAs: paid monthly on the first of every month ($1,350.22 per month) 
Hourly GAs: paid hourly on the 1st and 15th of every month ($13.50 per hour)  
There are no salaried GA positions in summer sessions. 
 
Note about salaried GA payments: Salaried GAs do not get paid until after the first full month of 
work. This balances out in the last month in which only the first half is worked, but the GA is paid the 
full salary for that month.  
Ex: A salaried GA starts mid-August but does not get paid until October 1, which only accounts for the 
month of September. However, the GA ends employment mid-December, but is paid the full salary 
for that month, even though the student did not work the full month. The two weeks of nonpayment 
for August are compensated for the two weeks of payment in December. 

 
Time Management 
 
Communication and organization are key to being a successful GA. GAs should meet with their 
assigned professor(s) before the beginning of the semester (or check in by email). You should plan to 
discuss with each professor what responsibilities will be expected of you and a reasonable time frame 
to complete those responsibilities. GAs are expected to communicate with their professors daily via 
an agreed method of communication. Professors should give you timely notice to when tasks are 
expected of you, but you are expected to complete them if you have not met your hours. If you need 
to take time off to prepare for exams or complete a project, please inform your professor and the GA 
supervisor in advance.  
 
Mailboxes 
GAs have mailboxes in the kitchen next to faculty mailboxes. These should be used as a means of 
communication for both faculty and GAs, especially when picking up/dropping off assignments if 
offices are not available. 

http://www.tr.txstate.edu/itac/trainingvideos/sap/EmployeeSelfService/SAP-Employee-Self-Service.htm
http://www.tr.txstate.edu/itac/trainingvideos/sap/EmployeeSelfService/SAP-Employee-Self-Service.htm
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Planning 
You have been employed as a GA, and will be held accountable for not completing any assigned 
duties. This job is a JOB and you are expected to complete your responsibilities associated with it. If 
you do not, your employment will be rescinded. We reserve the right to terminate employment if 
there is documented evidence that you are not completing your responsibilities. Be intentional about 
planning your week in advance. Factor in your departmental and academic requirements and work 
with your professors, other GAs, and the department staff to create a schedule where all tasks can be 
completed.  
 

 
 
Take advantage of using Bobcat Mail (web browser version of outlook) to manage communications, 
calendars, and tasks. For tips on maximizing the benefits of outlook, consider reviewing training 
materials provided on Lynda.com. 
 
Employment End Date  
GA employment will end the day of graduation each semester. Faculty and GAs should plan grading 
and other assignments accordingly. Assignments cannot be given after the day of graduation. GAs 
that are graduating may want to end employment a couple of days earlier. This arrangement should 
be worked out with the GA, assigned faculty, and administrative assistants.  
 
General GA Responsibilities and Tasks 
(Research GAs will only work on research, not course-related tasks such as grading, proctoring, etc.) 
 
Course-related Tasks are Priority #1 
This may include some or all of the following: 

• proctoring 

• shredding 

• making copies 

• dropping off/picking up tests at testing center 

• data entry 

• office hours 
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• review sessions 

• organizing office for semester 

• research 

• grading class assignments 
o CANNOT take ANY grading home with you 
o CANNOT grade ANY graduate level course work 
o May be required to attend group grading sessions if you do not have a class or 

proctoring conflict; ample notice will be given. 
 
Grading Session Guidelines 

• Faculty should be available to assist GAs with grading. 

• Instructions for grading should be ready to go before grading starts. 

• Grading session dates and times will be on the proctoring schedule at the beginning of the 
semester. Other dates and times will be given ASAP if needed. 

• Faculty will make arrangements with their assigned GAs to take tests to the testing center. 

• GAs may come late or leave early if they have class or proctoring, but understand it is 
mandatory to attend if they are not attending class or proctoring. 

 
Graduate Course Guidelines 
GAs assigned to professors who teach graduate courses cannot complete any tasks related to grades, 
quizzes, exams, or record retention, unless they are from the Department of English. Professors and 
GAs should both consider whether assignments will compromise the academic integrity of the GA. 
GAs assigned to graduate courses may work on research and organizational tasks that do not access 
sensitive course material. GAs should direct all questions concerning this policy to the GA supervisor 
on Teams. 
 
Department Tasks 
GAs should be prepared to cover the front desk and volunteer for department events as needed. 
Covering the front desk consists of answering the phones, acting as the first point of contact for walk-
ins, taking messages, and directing students to the appropriate resources. Training materials will be 
provided. Department events will be included in the GA training PowerPoint and may be required. 
 
GAs should also be volunteering for department tasks if they have available hours. Department tasks 
will be posted in Teams with directions and due dates. 

 
Be sure to prioritize these tasks so that the most important are completed first before you reach 
your hours for the week. 

 
Proctoring 
GAs will be asked to help proctor exams and quizzes for both faculty and the department office. It 
may or may not always be for your assigned professor(s). 
 



 

Department of Accounting  Graduate Assistant Handbook | 11 
 

GAs should not proctor any tests or quizzes without faculty present, unless instructed by the 
department. If GAs are proctoring exams without faculty present, the chair of the department must 
be informed.  
 
GAs should report suspected cheating (during an exam or otherwise) to the faculty member AND the 
GA supervisor. 
 
Please notify the GA supervisor if your assigned professor changes a test date OR if a professor you 
are scheduled to proctor for tells you they rescheduled the test. This will allow us to find another GA 
to proctor if needed as well as keep accurate records. 
 
Make Up Exams 
GAs will be assigned to proctor make-up exams on Fridays in McCoy from 12 PM to 3 PM. The room 
differs every semester and the administrative assistant will convey this information prior to the first 
exam. This is on a rotating basis. If it is your turn to proctor make-up exams and a conflict arises, it is 
your responsibility to get another GA to cover for you.  
 
Faculty should provide the test (as well as any materials required) to the administrative assistants by 
noon on the preceding Thursday. The GA will pick up the make-up tests and a classroom key from the 
administrative assistant no later than 11:50 AM on Friday. Other makeup times or sessions must be 
proctored by the faculty member or his/her GA. The department office cannot proctor exams in the 
conference room on a regular basis EXCEPT IN SUMMER SESSIONS. The faculty member will be 
responsible for finding a location for the makeup exam.  
 
Proctoring Guidelines  
Touch base with the professor giving the exam prior to the day of the exam and arrive to the exam 
5-10 minutes early to assist with exam preparation. Some instructors may want you to meet them in 
their office prior to the exam, some will meet in the classroom. Some faculty will expect you to pick 
up the department calculators, some will do that themselves.  
 
Different professors give exams different ways. The better you understand their method of test 
giving, the smoother the exam will go. 
 
GAs are required to count the amount of calculators they check back in to the accounting 
department. Our student workers will insure that 60 calculators are available and ready to go in every 
bag. In turn, we ask that GAs count out the calculators (in the Accounting office) insuring there are 60 
in each bag before signing them back in. We will ask you to come back to the office if you do not 
count them. 
 
You should actively monitor students as they take their exam. This includes: 

• walking up and down the aisles every so often so that you can see around or behind students.  

• looking around students’ feet/backpacks/table tops to make sure that there are not any 
materials out that they may use on the exam. 
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• scrutinizing bottles carefully.  

• having students remove baseball caps. 

• looking for “wandering eyes.” This is particularly important when test takers are seated close 
to each other, or in clusters. Additionally, if it is tiered seating students may be able to see 
exams in the next row down. 

 
GAs must not use personal devices (cell phones, laptops, tablets, etc.) while proctoring.  

 
If you see anything that looks suspicious, you should notify the professor and possibly another GA so 
they can help identify and act as a witness if necessary. Usually when a student makes eye contact 
with a GA, they will stop whatever it is they are doing (wandering eyes, etc.). If they do not, the 
professor should be made aware and the professor will determine what action should be taken. 
 
When exams and scantrons are handed to you at the end of the exam, make sure the scantron has 
been completed (names, ID numbers are filled in) and that the test form is correct.  
 
Office Hours 
GAs may be asked to provide extra office hours, but are not to cover an instructor’s scheduled (per 
the syllabus) office hours. If the faculty member wishes a GA to have a key to their office, the faculty 
member AND GA must be present together and the instructor must sign for the key. The GA is 
responsible for returning the key to the office at the end of the semester. The department 
administrative assistants will not let you in repeatedly to your faculty member’s office nor can the 
faculty member have a standing approval to let you in. If your assigned faculty does not want you to 
have a key, you must make arrangements to use other means to get assignments or arrange to stop 
by their office when they are available. Faculty and GAs may use their mailboxes to transfer material. 

 
Review Sessions 
Review sessions may be for tests or other class materials. Room reservation requests for review 
sessions must be done as early as possible and at least 5 days prior to the review session. Please have 
your faculty member email room reservations to accounting@txstate.edu.  
 
GAs may hold test reviews for the lower division courses, but must not teach to the test. 

 
Grading Class Assignments 

➢ Testing Center 
All accounting exams are graded at the Testing Center (the TEMC scanning services.) TEMC 
offers test scanning and scoring services to all faculty at Texas State University. Multiple choice 
exams taken on Texas State scantron forms can be dropped off at the TEMC window in 
Commons Hall, Ground Floor, room G4. (These are the full page green scantrons.) Instructors 
must use the standard Texas State scan forms for their exams. All forms (including answer key 
sheets) can be found in the department office per request. Please follow the Exam Submission 
Guidelines found at http://www.txstate.edu/temc/   

mailto:accounting@txstate.edu
http://www.txstate.edu/trec/scanningservices/exams/examSubGuid.html
http://www.txstate.edu/trec/scanningservices/exams/examSubGuid.html
http://www.txstate.edu/temc/
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➢ Score Reports 
Exams will be scanned and run through a scoring program which will generate score reports for 
faculty only. For more detailed information about these reports, please see the How to Read 
Exam Output page found at 
http://www.txstate.edu/temc/scanningservices/exams/readExam.html  

➢ Turnaround Time & Forms 
Turnaround time for exams submitted at TEMC is guaranteed within 1 business day (e.g. if you 
bring your exams at 3pm on Friday, they guarantee to score them by 3pm on Monday), 
although it is usually a much shorter period of time. To use this service, complete the Exam 
Request Form found at http://www.txstate.edu/temc/scanningservices/reqForms.html and 
bring it with your exam scan forms to TEMC. 

 
Ricoh 
At the start of the year, if you plan to use the computers in the GA workroom to print, you will need 
to follow instructions to install the RICOH on your individual log-in (on each computer) and follow 
additional instructions to ensure a secure print. These instructions will be provided to you and are 
posted on the board next to the printer. 
 
For any documents printed for your faculty member, please be sure to use their copy codes. If they 
are responsible for research, they will also have a unique research code.  
 
There are different screens that you can use. Most commonly you will use the COPY, SCAN or PRINT 
screens 

➢ COPY will be used to make copies with various customizations 
➢ SCAN is used to send scanned copies to email addresses. You can scan documents to faculty 

members or yourself 
➢ PRINT will be used when printing a document from a GA office or faculty office computer to 

the RICOH 
 
If you have any trouble with the copier, ASK THE STUDENT WORKERS. They are more likely to know 
what to do and less likely to damage the machine. You may ask them for a demonstration of the Ricoh 
features if needed. 
 
Colored paper is kept in same place as white paper. PLEASE REMOVE COLORED PAPER WHEN 
FINISHED! Paper should be put in drawer 1 on the left side only when making copies. Please use all of 
one package of paper before opening a new package. Check the shelves for loose paper. 

 
Shredder 

➢ What to shred: anything that has faculty/student IDs, grades, test information, or contact 
information on it. Use FERPA as a guide. 

 
 
 

http://www.txstate.edu/trec/scanningservices/exams/readExam.html
http://www.txstate.edu/trec/scanningservices/exams/readExam.html
http://www.txstate.edu/temc/scanningservices/exams/readExam.html
http://www.txstate.edu/trec/scanningservices/reqForms.html
http://www.txstate.edu/trec/scanningservices/reqForms.html
http://www.txstate.edu/temc/scanningservices/reqForms.html
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GAs MUST get permission from Meagan or Kelly before shredding anything. Once the GA receives 
permission, shredding should be completed within 2 business days. If shredding cannot be completed 
by then, the GA will need to secure shredding materials in a faculty office or adjunct cabinet. 
Shredding may NOT be left out in the backroom after 2 business days from approval or it will be 
assigned to another GA to shred.  
 
GAs MUST include detailed notes about shredding in Monday reports (i.e. who gave approval, 
approval pending, due date, etc.) Once shredding is complete, the GA must notify Meagan or Kelly 
immediately, so they can complete the shredding documentation for Records Management. 
 
When you are done shredding, check that the bag underneath isn’t full. If full, please change out the 
bag (a student worker can tell you where to find empty bags). Full bags of shredding are placed on the 
floor NEXT TO, NOT INSIDE, the recycle bins. 
 
Kitchen 
You may use the refrigerator in the kitchen. Please label your food! When student workers clean on 
Friday evenings, any remaining unlabeled food in the fridge will be discarded.  
 
When ordering food to be delivered to the department office, please be present at the front desk for 
its arrival.  

 

Teams Communication 
(Research GAs should only follow the General & Time Reports channels. The GA supervisor will tag the 
research GA in any other posts that pertain to that student.) 
 
Teams is located in the Office 365 Suite and will be used for all communication starting the first day 
of employment. A phone app and desktop version is also available. Email communication should be 
used to CC and BCC, or as a last resource. 
 
GAs are required to watch a Teams training video on Lynda.com the first week of employment. Search 
“Microsoft Teams Essential Training.” It is about 2 hours long and can be added to your time sheet.  
 
Please follow ALL channels and adjust your notifications accordingly. You must add your certificate of 
completion to your Master Time Report excel file upon completion. 
 
Teams Procedures 

• “DONE” means the conversation has been resolved and replies are no longer needed. 

• You are required to like each post to show that you have read it. 

• Please respond to show that you have completed the task given. 

• You are required to check Teams twice a day to stay up-to-date on all posts. 

• You may create chats with both administrative assistants to discuss private matters (others 
cannot see the conversation). 
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General Channel 
Announcements and general questions not related to another channel should be posted in the 
General channel. We encourage all GAs to post questions they have publicly in case other GAs have 
the same question. 
 
Extra Hours Opportunities Channel 
The department will post any extra hour opportunities in this channel. GAs who are looking for hours 
should also post in this channel that they are available to help. In addition, GAs who have a heavy 
workload may ask for help in this channel. Posting these publicly in this channel allows the GA 
supervisor to keep track of who is doing what and can step in if someone is really struggling for hours. 
 
GAs should carefully watch their own hours when giving tasks to other GAs. You should not be giving 
tasks away if you are under 20 hours (unless you are ill or there is an emergency). In addition, GAs 
need to keep in mind how much work they are giving out vs. how many hours the other GA(s) can 
actually give. If you are assigned to that course, it is ultimately your responsibility to finish the task, 
especially if another task comes up for the GA(s) assisting you. 
 
Time Reports Channel 
Reminders for Monday reports and time sheets will be posted in this channel. You are required to 
reply to each reminder once your report is complete. Reports for each GA will be uploaded in the Files 
tab of this channel. GAs may edit their file in the program, but should double check to make sure the 
content saved correctly. GAs will also add training certificates to their excel file. You do not need to 
post that you have completed a training unless we specifically ask. Training certificates should be 
added to the excel sheet upon completion of the training. Missing certificates for trainings reflected in 
time sheets may result in loss of hours or a delay in pay. 
 
Proctoring Channel 
The drafts of the proctoring schedule will be posted in this channel. GAs will be asked to confirm the 
following: 
 

1. You were not scheduled for different sections at the same time on the same date 
2. You were not scheduled for a time that you have class 
3. You were not scheduled for an exam and a makeup exam at the same time 
4. You were not scheduled on a day you asked off 

 
All students must reply by the date given in order for the GA supervisor to correctly make changes. 
Once the final proctoring schedule is complete, it will be posted in the Files tab in this channel. Once 
the final proctoring schedule is posted, if you cannot proctor for any reason, it will be your 
responsibility to find another GA to proctor for you. 
 
GAs must post in this channel if they need a sub. In addition, if you need/want to give up a proctoring 
shift, you can post it in this channel as well. If you agree to take someone's proctoring shift, you must 
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adhere to that agreement. It does not fall back on the initial GA if you fail to show up after agreeing to 
sub. 
  
The GA supervisor needs to be aware of ALL changes to the proctoring schedule. If you hear that a 
professor has changed their exam dates, please notify the supervisor ASAP in order to reassign GAs as 
needed. 

 
GA Calendar 
 
We will be adding the proctoring schedule, timesheet due dates, Monday report due dates, and other 
important dates to the GA calendar. You will receive a lot of invites in your Texas State email once the 
proctoring schedule is complete. You need to accept all of them without sending a response (option 
only available on desktop, NOT cell phones). This will put the appointment on your Bobcat Calendar 
but will not overload our inbox with responses. After this, there are NO excuses for missing/forgetting 
a proctoring shift or deadline (unless you are sick/have an emergency). You will have a copy of the 
final proctoring schedule in Teams, on your Bobcat calendar, and on the board in the mail room. 
 

FERPA 
 
As a GA, you will have access to student records: grades, ID numbers, email addresses, etc. You are 
expected to protect student information and can be prosecuted for not doing so. 
 
What is FERPA?  
FERPA (Family Educational Rights and Privacy Act) is the Federal law that protects 
the privacy of a student’s educational records and guarantees student’s access to their own records. 
More information can be found here:  http://www.txstate.edu/effective/upps/upps-01-04-31-
att1.html 
 
What information of a student’s record may I or may I not release to an individual who requests 
access? 
You can NOT release information from the student’s record that is not in the list of directory 
information. (Ex: GPA, SSN, etc.) 
  
What is directory information?  
Directory information is a student’s information that may be released without the consent of the 
student. Directory information includes the following: 
 

- Name 
- Date and place of birth 
- Fields of study, including major and minor 
- Enrollment status (actual hours enrolled, undergraduate, graduate, etc.) 
- Type of award received (academic, technical, continuing education, etc.) 
- Dates of attendance 

http://www.txstate.edu/effective/upps/upps-01-04-31-att1.html
http://www.txstate.edu/effective/upps/upps-01-04-31-att1.html


 

Department of Accounting  Graduate Assistant Handbook | 17 
 

- Student classification 
- Name of the most recent previous educational agency or institution attended 
- Telephone number 
- Current and permanent address, excluding e-mail address 
- Weight and height of athletes 
- Participation in officially recognized activities and sports 
- Names of prospective graduates 
- Names of parents 
- Photographs of students, and 
- Any other records that could be treated as directory information under FERPA 

 


