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1.0 GENERAL INFORMATION 
 
1.1 This Document 
 
 The purpose of this document is to clarify information concerning Graduate Teaching 

Fellowships (GTFs) and Research Assistantships (RAs) offered by the Department of  
History.  The relationship between GTFs/RAs and the University, as a whole, is governed 
by the Collective Bargaining Agreement between the University and the Graduate 
Teaching Fellows Federation (GTFF).  This document details the specific relationship 
between GTFs/RAs and the Department of History.  This document does not apply to 
work-study or other staff hired in the Department of History. 

 
 Copies of this document and amendments will be made available to faculty and students, 

as well as to the Graduate School and the Graduate Teaching Fellows Federation. 
 
1.2 GTF/RA Tuition and Fees 
 
 Graduate Teaching Fellows/Research Assistants are required to maintain and complete a 

minimum of 9 graduate credit hours. GTFs/RAs pay no tuition on the first 16 credit hours 
per term if their appointment is equal to or greater than 0.20 FTE and they complete the 
assignment at 0.20 FTE or greater.  Graduate Teaching Fellows/Research Assistants must 
pay a mandatory fee set by the Oregon University System (assessed at $483 per term, 
2005-2006 rates, of which the University pays $253.00); fees are subject to change 
without additional notice. Details of GTF and University contributions to these fees are 
contained in the current Collective Bargaining Agreement, Article 22. 

 
1.3 Graduate Teaching Fellows Federation 
 
 Most Graduate Teaching Fellows at the University of Oregon are represented by a union, 

the Graduate Teaching Fellows Federation (GTFF).  Official membership is at the 
individual's option, although payment of monthly dues or an equivalent is required under 
the fair share agreement (Article 4, Section 4). Levels of appointment and salary levels 
quoted for all graduate teaching appointments are subject to the provisions of the 
Collective Bargaining Agreement between the GTFF and the University of Oregon.  
Upon signed acceptance of an offer, the GTF will be sent a copy of the Collective 
Bargaining Agreement and other information pertinent to the appointment. 

 
2.0 AVAILABILITY OF GRADUATE TEACHING 

FELLOWSHIPS/RESEARCH ASSISTANTSHIPS 
 
2.1 GTF/RA appointments are determined by the Director of Graduate Studies in light of the 

department’s overall program of course offerings and overseen by the Graduate 
Committee. 

 
 2.11 The Graduate Committee membership consists of the Graduate Program Director, 

3-4 faculty members, and a student member. 
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2.2 The number of GTF positions available is subject to the budgetary constraints on the 
Department and the University. 

 
2.3 The priority is to staff regular required courses such as HIST 101, 104, 190,  201 and to 

provide assistance to faculty where needed. 
 
2.4 The Department: 

 
2.41 Makes an effort to distribute GTF/RA opportunities to as many students as 

possible. 
 

2.42 Gives priority to GTF appointments. All graduate students employed by the 
department at .2FTE or above for research, teaching (e.g., grading, lab assistant, 
discussion leader) or administrative duties will be awarded a Graduate Teaching 
Fellowship, except in emergency situations that cannot be accommodated by an 
increase in the FTE of current GTFs and/or the creation of new GTF position. 

 
2.43 Encourages teaching and financial opportunities through such other means as 

teaching assistants, grant funded research assistants. 
 
2.5 In recent years GTF/RA positions have been offered by the Department for leading 

discussions in courses such as HIST 101, 104, 190, 201, as well as grading in HIST 240, 
301, 308.  

 
3.0 ELIGIBILITY REQUIREMENTS 
 
3.1 Eligible students for a GTF/RA appointment in the Department of History are: 
 

3.11 All M.A. and Ph.D. candidates who are admitted to the History Department 
graduate program.   

 
3.12 Graduate students enrolled at the U of O in other departments, but who have 

specific experience/credentials necessary to perform the work assignment.  
 
3.2 Preference is given to History Department graduate students. 
 
3.3 The University Graduate School requires that a GTF/RA be enrolled for a minimum of 9 

graduate credit hours towards the degree per term of appointment. 
 

3.31 No fixed percentage of GTF/RA awards is reserved for incoming graduate 
students, but we attempt to offer some awards to incoming students each year.  
Graduate Teaching Fellows who are making satisfactory progress toward their 
degree, are performing their GTF/RA duties satisfactorily, and have not 
completed their allotted GTF/RA years will receive first consideration.  Current 
students without GTF/RA awards and incoming students are considered equally 
after GTFs/RAs eligible for reappointment. 
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4.0  APPLICATION PROCESS 
 
4.1 It is the Department's responsibility to provide the University with recommendations for 

GTF appointments.  (Article 17, Section 1) 
 
4.2 Position announcements for the upcoming academic year will be made by sending each 

applicant for graduate admission an application form for GTF/RA appointments, 
information regarding applications, and a brief statement of workload requirements.  
Graduate students already enrolled in the program who do not hold GTF/RA positions 
will also be notified of the opportunity to apply for open positions.  Positions are usually 
filled during the spring term for the following academic year.  The department Graduate 
Committee prepares a ranked waiting list of alternate candidates.  If a candidate decides 
not to accept a GTF/RA offer, the position is awarded to the next qualified candidate. 
 
4.21 Position announcements for the upcoming academic year that are available to 

graduate students from any discipline will be made by posting a brief description 
of each position's duties and responsibilities, FTE and workload, and appointment 
and reappointment qualifications with University's Office of Affirmative Action, 
the Graduate Teaching Fellows Federation office, and on the websites of the 
Graduate School and Human Resources (Article 17, Section 1). 

 
4.3 If a position becomes available at any time during the academic year, and the list of 

alternate candidates has been exhausted, the Graduate Director notifies all M.A. and 
Ph.D. students in the history department who do not currently hold GTFs.  The Graduate 
Director, in consultation with the Graduate Committee if possible, determines if there are 
qualified applicants, and if so, fills the vacancy. 

 
4.31 As described in Article 9 of the Collective Bargaining Agreement, each potential 

GTF shall be given a copy of the appointment or reappointment criteria at the 
time of application. 

 
4.4 If the process described in Section 4.3 fails to produce a qualified student to fill the 

vacancy and there is sufficient time, the Graduate Director will post an announcement for 
the position and will notify the GTFF that such an announcement has been posted.  The 
Graduate Director, in consultation with the Graduate Committee if possible, determines if 
there are qualified applicants and, if so, fills the vacancy. 

 
4.5 In the event there is insufficient time to post an announcement or if the process described 

in Section 4.4 fails to produce a qualified student to fill the vacancy, the Graduate 
Director will inform the History Department’s GTFF representative that an “unique and 
unusual circumstance” has arisen.  The Graduate Director, in consultation with the 
Department Head, proceeds to fill the position according to the provisions of Article 17, 
Section 4 of the Collective Bargaining Agreement. 

 
4.6 Each candidate will be sent a notice of the hiring decision within five working days after 

the decision has been made. (Article 17, Section 1) 
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5.0 APPOINTMENT SELECTION PROCESS 
 
5.1 Recommendations for appointment and reappointment shall be made to the department 

faculty by the Director of Graduate Studies and the Graduate Committee.  
 

5.11 The Committee shall be comprised of five faculty members, including the 
Director of Graduate Studies, and at least one non-tenured faculty member, and 
one graduate student, all of whom are appointed by the Department Head. 

 
5.2 Appointments and reappointments will be based on evaluation of each candidate's 

qualifications with respect to: 
 

5.21 Potential promise in our graduate program based on, among other criteria: (1) 
undergraduate and graduate academic records; (2) letters of recommendation; (3) 
GRE scores; (4) statement of purpose; and (5) writing sample.  Assessment of 
potential to serve in classroom roles is based on comments by referees, as well as 
the “Effectiveness of Oral Communication” category on the University of Oregon 
“Report on Graduate Applicant” form and the relevant information.  The 
appointment criteria for incoming graduate students do not differ from criteria for 
enrolled graduate students.  Financial need is not considered. 

 
5.22 Specific criteria relating to the specific GTF work assignment will be 

recommended by the Director of Graduate Studies based primarily on the 
following criteria: (1) ability and interest of GTF/RA; (2) departmental 
pedagogical goals; (3) likelihood of a positive working arrangement between 
GTF/RA and faculty member with whom she or he will work.  The Director of 
Graduate Studies schedules assignments and will make all reasonable efforts to 
consider requests and suggestions from GTFs/RAs and faculty. 

 
5.23 It should be noted, therefore, that while appointment or reappointment criteria 

may include the recommendation of the person who will act as the GTF’s 
supervisor, the committee will give substantial consideration to the other 
appointment or reappointment criteria. 

 
5.3 If no qualified students apply or are available for a particular position, the Department 

Head or Graduate Committee may decide to reopen the application process for the 
position. 

 
5.31 Generally, the same process will be repeated.  However, the department reserves 

the right to proceed to fill the position as it would in an emergency appointment 
situation. 

 
5.4 GTFs will be employed year-to-year rather than term-to-term, whenever feasible.  GTFs 

cannot be employed term-to-term in order to determine whether they are adequately 
qualified for a GTF position. 

 



6 

6.0 SATISFACTORY PROGRESS TOWARD THE GRADUATE 
DEGREE 

 
6.1 Satisfactory progress toward a graduate degree is a requirement of GTF/RA appointment 

and reappointment.  
 

6.11 A GTF/RA appointment is the method by which the department can offer 
financial support to promising students in a graduate degree program, and should 
be beneficial to the student's development in that program.  As a matter of policy, 
individuals appointed as GTFs should be regarded primarily as graduate students 
providing service as part of a learning experience, rather than solely as employees 
whose education is secondary. 

 
6.12 The hiring unit (employer) is responsible for verifying that a GTF is making 

satisfactory progress toward her/his degree, whether or not the hiring unit is also 
the GTF's graduate degree program. 

 
6.13 During the academic year, the Graduate School reviews academic transcripts of 

all graduate students holding GTF/RA appointments.  The Graduate School will 
notify a GTF's/RA’s graduate degree program if the GTF's/RA’s academic 
performance during the appointment period falls below the Graduate School's 3.0 
GPA standard.  The degree program will be asked to review the student's progress 
toward her/his graduate degree and issue its approval before a GTF reappointment 
can be made to that student. 

 
6.2 For a GTF in the Department of History who is a graduate student in another department, 

satisfactory progress shall be assessed by criteria established by that GTF's/RA’s 
graduate degree program.  

 
6.3 Criteria used in assessing satisfactory progress toward a graduate degree in the 

Department of History shall be as follows. 
 

6.31 The criteria used to assess satisfactory progress is the same for all graduate 
students of the Department of History. 

 
6.32 Coursework:  All GTFs/RAs must enroll for and complete at least 9 credit hours 

per term toward the graduate degree.  First-year graduate students (both M.A. and 
Ph.D.), unless specifically exempted by the Director of Graduate Studies, are 
expected to complete the Historical Methods and Writings course (History 612), 
winter term research and reading with their advisor (History 613), and the first-
year Graduate Seminar (History 614) in the spring. 

 
6.33 Grades:  All GTFs/RAs must achieve each year a grade point average of 3.0 or 

above in course work meeting the requirements of the graduate degree.  Since the 
grade of C is considered less than satisfactory for graduate students, if a GTF 
receives a grade of C or less, the Graduate Committee will consider whether this 
is a sign of unsatisfactory progress. 
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6.34 Examinations:  It is expected that all GTFs/RAs will satisfy degree requirements 
as set out in their Plan of Study.  Failure to do so will cause the Graduate 
Committee to consider whether this is a sign of unsatisfactory progress. 

 
7.0 APPOINTMENT AND REAPPOINTMENT 
 
7.1 GTFs/RAs in the M.A. program are eligible for reappointment for a second year if they 

have made satisfactory progress toward their degree as outlined below.  In brief they 
need to (1) complete at least nine hours of graduate credit per term; (2) maintain a grade 
point average in the graduate program of at least 3.0; and (3) show in their academic 
performance that they can complete an M.A. degree in history satisfactorily. 

 
7.2 GTFs/RAs in the Ph.D. program are eligible for reappointment for a second and third 

year if they have made satisfactory progress toward their degree as outlined below.  In 
brief, they must maintain a grade point average in the graduate program of at least 3.0 
and must show in their academic performance that they can complete a Ph.D. degree in 
history satisfactorily.  GTFs/RAs in the B.A-Ph.D. Program are eligible for 
reappointment for a second, third, fourth, and fifth year if they have met the requirements 
for satisfactory progress listed in this section. 

 
7.3 Reappointments are not automatic, nor are they guaranteed, but M.A. students are 

normally allowed a maximum of six terms of support.  Ph.D. students are normally 
allowed a maximum of nine terms of support, but a fourth year of support, normally at 
0.25 FTE, is also possible.  Students in the B.A.-Ph.D. Program are normally allowed a 
maximum of fifteen terms of support. 

 
7.4 PhD. Students who have exhausted their eligibility under 7.2 and 7.3 can be considered 

for teaching positions as described in 9.11.  Such appointments will be made on the basis 
of the curricular needs of the Department, the qualifications of the student as a teacher, 
and an assessment of the student’s academic progress, and the quality of the student’s 
academic work. 

 
7.5 GTF appointments and reappointments shall comply with the Federal and the University 

Affirmative Action regulations (Article 8). 
 
7.6 In addition to these general selection criteria for appointments and reappointments, 

specific qualification criteria may be developed for individual appointments as stated in 
the announcement description. 

 
7.7 Performance Evaluation 
 
 GTFs in the History Department will be evaluated each term by the instructor of record 

for the course the student is a GTF. 
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8.0 WORKLOAD 
 
8.1 GTFs are appointed in the Department of History at the following full time equivalent 

levels (FTE) and corresponding total workloads. (Articles 19 & 21)  
  

8.11 .20 FTE appointments require up to 88 hours per term, or up to 264 hours per 
academic year. 

8.12 .30 FTE appointments require up to 131 hours per term, or up to 393 hours per 
academic year. 

8.13 .40 FTE appointments require up to 175 hours per term, or up to 525 hours per 
academic year. 

8.14 .49 FTE appointments require up to 215 hours per term, or up to 645 hours per 
academic year. 

 
8.2 For the purpose of setting the workload (and thus FTE) for a particular GTF position, the 

hiring unit shall consider what constitutes a workload sufficient to perform the work 
assignment satisfactorily.  

 
8.21 Workload includes performance of all duties of the work assignment.  For 

example, the workload for a teaching assignment would include preparation time, 
office hours, time serving at registration, etc. in addition to time spent actually 
teaching. 

 
8.22 The distribution of workload among work assignment duties is considered to be 

reflective of average breakdowns within the normative standard of the total 
workload.  The distribution of time actually spent on duties may vary from week 
to week, but the workload per term should be within the designated number of 
total workload hours. 

 
8.23 Where the workload is broken down by work assignment duties and is designated 

as a "minimum" number of hours, the GTF will be required to fulfill that specific 
time commitment. 

 
9.0 WORK ASSIGNMENTS 
 
9.1 The Department of History typically has four types of GTF work assignments and one 

type of RA work assignment as follows. 
 

9.11 Teaching positions: 
 

9.111 Teaching assistants with responsibility for discussion sections, assist a 
faculty member who teaches a course. 

9.112 Teaching assistants, in courses without discussion sections, assist a faculty 
member in grading for a course. 

9.113 Full course responsibility during the Fall, Winter, or Spring terms, 
normally only for doctoral students who have advanced to candidacy. 

9.114 Full course responsibility during the Summer Session, normally only for 
doctoral students who have advanced to candidacy. 
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9.12 Non-teaching positions: 
9.121 Research Assistantships assisting faculty in conducting research related to 

the faculty member’s research and professional activities. 
 
9.2 Teaching Assistant Work Assignments in Courses with Discussion Sections 

The standard per-term workload for GTFs whose primary responsibility is assisting with 
large lecture classes is as follows. GTFs will normally conduct discussions with and 
grade the work of approximately 50 students (appointment at .40 FTE). 

 
9.21 Preparation time and administrative assistance to faculty member.  (This will 

normally include reading course assignments, preparing for discussion and review 
sessions, preparing materials for class distribution, tabulating and recording 
grades, etc.) 20 hours 

 9.22 Attendance in class and administering exams 32 hours 
9.23 Grading and providing written evaluation of student performance 70 hours 
9.24 Conducting discussion and review sessions 20 hours 
9.25 Holding office hours (minimum) 30 hours 
9.26 Miscellaneous 3 hours 

 175 hours 
 
9.3 Course Responsibility Work Assignments in Courses without Discussion Sections 

The standard per-term workload for GTFs whose primary responsibility is to assist with 
grading in large lecture classes without discussion sections is as follows.  GTFs will 
normally grade the work of approximately 85 students (appointment at .40 FTE): 

  
9.31 Preparation time and administrative assistance to faculty member.  (This will normally 

include reading course assignments, preparing for discussion and review sessions, 
preparing materials for class distribution, tabulating and recording grades, etc.) 

 20 hours 
9.32 Attendance in class and administering exams 32 hours 
9.33 Grading and providing written evaluation of student performance 100 hours 
9.34 Holding office hours (minimum) 20 hours 
9.35 Miscellaneous 3 hours 

 Total hours 175 hours 
 
9.4 Full Course Responsibility Work Assignments in Fall, Winter, or Spring Terms 

The standard Fall, Winter, or Spring Term per-term work load for GTFs whose primary 
responsibility is teaching a class independently is as follows (appointment at .49 FTE). 

 
 9.41 In-class contact hours (teaching and administering examinations) 32 hours 

9.42 Preparation (of syllabus, class sessions, exams, and other  
Assignments) 120 hours 

9.43 Holding office hours 20 hours 
9.44 Grading and providing written evaluation of student performance 40 hours 
9.45 Miscellaneous 3 hours

 Total hours 215 hours 
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9.5 Summer Session teaching positions 
 GTFs who have sole responsibility for teaching a course and/or are listed as the instructor 

of record shall be based on the academic credit value of the course for which the GTFs 
are responsible.  (Sole responsibility is understood to mean sole responsibility for 
preparation for and teaching of classes assigned to them.)  For four- or eight-week 
courses during summer session, minimum FTE appointments of GTFs with the same 
responsibilities described above shall be: 

 
 3 credit classes – minimum .30 FTE appointment 
 4 or 5 credit classes – minimum .37 FTE appointment 
 
9.6 The Department of History makes appointments of Research Assistantships on a basis 

similar to that of Graduate Teaching Fellowships.  Research Assistants (RAs) are 
appointment at .20 FTE with an expectation of 88 hours of work per term in Fall, Winter, 
Spring, or Summer; at .40 FTE with an expectation of 175 hours of work per term in Fall, 
Winter, or Spring; at .49 FTE with an expectation of 215 hours of work per term in Fall, 
Winter, or Spring.  An RA works under the supervision of a History department faculty 
member to be named in the RA’s appointment contract.  The duties of a RA may include 
assistance with primary or secondary source historical research; assistance with the 
editing and preparation of manuscripts; or other appropriate tasks connected with 
historical research. 

Total hours (.20 FTE) 88 hours 
Total hours (.40 FTE) 175 hours 
Total hours (.49 FTE) 215 hours 

 
 
10.0 DISCIPLINE AND DISCHARGE 

 
A GTF appointment may be terminated pursuant to the conditions specified by Article 16 of the 
GTFF Collective Bargaining Agreement.  Article 16 further outlines procedures for informing 
the GTF of deficiencies in his or her work performance or progress toward the degree. 
 
11.0 DISCRIMINATION GRIEVANCE PROCEDURES 
 
A copy of the AAEO Discrimination Grievance Procedures is available online at 
http://aaeo.uoregon.edu/booklet.html  
 
12.0  HEALTH AND SAFETY INFORMATION 
 
12.1  Workers’ Compensation and Accident Reporting 
 

12.11 The University's Workers' Compensation Program is administered by the Office 
of Environmental Health and Safety.  If you have any questions about the 
program, please call 346-2958. 

 
12.12 All University of Oregon employees, including GTFs, are covered by workers' 

compensation insurance through State Accident Insurance Fund (SAIF) 
Corporation.  This coverage is for occupational injury or illnesses that arise out of 
or in the course and scope of employment. 
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12.13 The University has established procedures for reporting accidents and filing 
workers' compensation claims.  They are intended to expedite claims processing 
and to minimize the possibility of delays in payment of benefits.  If a GTF is 
injured on the job, a report should be made immediately to the supervisor.  If, as a 
result of the accident, the GTF requires medical care, a Compensation Claim 
Form (801) must be completed as soon as possible.  If, due to the nature of the 
injury or illness, the GTF is unable to complete the 801, the supervisor will 
submit it on behalf of the GTF. 

 
12.14 In addition to the 801, the supervisor will also be completing a Supervisor’s 

Accident Investigation Report (SAIR) to help the University identify ways to 
prevent similar injuries or illnesses in the future.   The GTF is entitled to 
participate in that process and have a copy of the report. 

 
12.15 OSHA (Occupational Safety and Health Administration) regulations prohibit 

discrimination or retaliation by an employer against a GTF for filing a workers' 
compensation claim or a safety-related complaint with OSHA. 

 
12.16 In addition to medical expenses related to the injury/illness, benefits provided by 

SAIF Corporation may also include temporary total disability payments if the 
GTF is unable to work.  These payments equal 66 2/3% of the GTF's average 
weekly wage (up to a maximum established by the legislature). Mileage payments 
for medical appointments and prescription reimbursements are also examples of 
benefits provided by SAIF Corporation. Certain medical treatments, however, are 
subject to exclusion.  The GTF will be notified by SAIF Corporation of the rights 
and coverage when the claim is processed. 

 
12.17 An injured GTF who is unable to work may not receive both salary compensation 

from workers' compensation and sick leave pay when this results in receiving 
more than the regular monthly salary.  Should this occur and payment is received 
from both sources, the GTF must be prepared to repay any over-payments.  If the 
GTF believes there is some confusion about salary or workers’ compensation 
benefits, contact Environmental Health and Safety immediately. 

 
12.18 As required by ORS 659.412 through 659.420, a GTF with a compensable 

occupational injury or illness has the right to reinstatement or reemployment at 
any available and suitable employment. 

 
12.2 Health and Safety Requirements.   The University acknowledges an obligation to provide 

a safe and healthy environment for GTFs and agrees to do so in accordance with 
applicable local, state and federal laws pertaining to occupational safety and health.   

 
12.21 Safety Information. The Office of Environmental Health and Safety (EH&S) is 

responsible for the University's safety programs.  For questions or information 
regarding any of these programs, contact EH&S at 346-3192 or visit the 
department's web site at http://darkwing.uoregon.edu/~oehs/oehs.html. 
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12.22 Reporting Safety Hazards. GTFs who identify safety hazards and issues are 

encouraged to discuss them immediately with their supervisor or Martina 
Armstrong, office manager. Other resources on campus to report such information 
include the Office of Environmental Health and Safety, a Safety Advisory 
Committee representative or a GTFF union representative.   Off-campus resources 
include the local OSHA office and the Bureau of Labor and Industries (BOLI). 

 
12.23 Required safety training and appropriate departmental record keeping. The 

department maintains a fairly complete first aid kit located in the main office.  
Appropriate maintenance of the kit is the responsibility of Martina Armstrong.  
All MSDS (material data safety sheets) are maintained by the Manager, Martina 
Armstrong, and are located in the manager’s office. 

 


