[Date]

[Candidate’s Name]
[Address]
[Address]
[name@uiowa.edu]


Dear [_________]:

On behalf of the [Department/School/College of _______], I am pleased to offer you an appointment as a Teaching Assistant in the [four, six, or eight]-week summer session 2026, beginning [May 18 (4 week), May 18 (6 week – session I), June 29 (6 week – session II), June 15 (8 week), May 18 (12 week)], 2026 and ending [June 12 (4 week), June 26 (6 week- session I), August 7 (6 week – session II), August 7 (8 week), August 7 (12 week)], 2026. You will be assigned to teach [____________]. Your section of the course meets [_____] days per week for [____] minutes each class period. The stipend for this appointment is $[4-week session (1 course): 2/9 of fifty percent (50%) academic year appointment salary; 6-week and 8-week sessions (1 course): 2/9 of fifty percent (50%) academic year appointment salary; 6-week and 8-week sessions (2 courses): 4/9 of a fifty percent (50%) academic year appointment salary].  You will receive all payments by direct deposit.  If not yet enrolled, you will need to sign up for direct deposit at the University of Iowa Employee Self-Service website.

If you fail to be available to start your appointment on [May 18, June 15, June 29], 2026, we will adjust your period of appointment and salary accordingly, using the first day of availability as your start date for appointment purposes.  In addition, failure to be available to start your appointment by the last day of the first week of classes will be considered a rejection of this offer and will result in withdrawal on our part of any commitments explicit or implicit in this offer letter. 

Work Location Requirement. As a graduate assistant, you will be required to be on campus during the fiscal year, regardless of your assignment. Graduate assistants are not eligible for remote work unless the work itself requires travel. 
 
If university business (including academic coursework & other degree requirements) requires you to work at a domestic location outside of Iowa, you need approval from the Associate Dean for Graduate Education in the Employing College.  
 
All domestic and international graduate assistantships need prior approval for international travel and the ability to access University systems from intended destinations. The University requires that your academic needs and physical location be reviewed, approved, and registered relevant UI offices. Not all destinations will be approved depending on cybersecurity, research security, and U.S. State Travel risk levels. Please allow at least four weeks for approval considerations to occur. Please see this webpage for up-to-date information and instructions. 

Funding for this appointment is provided through the [College of Liberal Arts and Sciences] and is contingent upon sufficient enrollment and departmental need. All teaching assignments are made at the discretion of the  Department Executive Officer (DEO) and are subject to change based upon enrollments and departmental need. You will be notified no later than two weeks prior to the start of the course if cancellation is necessary.

You are not required to enroll for the summer session to be employed as a graduate assistant, and the tuition scholarships included in the Graduate Student Employment Standards do not apply during the summer. However, you are expected to be classified as a regular graduate student in a degree or certificate program in the [College of Liberal Arts and Sciences] while holding the appointment. Moreover, graduate students not registered for 3 or more credit hours during the summer session are subject to payroll tax withholdings under FICA. Contact the University’s Payroll Office for further details.

I-9 Employment Verification
You are required by federal law to complete an I-9 form to verify your eligibility for employment. The University expects this form to be completed prior to the start of your employment, or by the day on which you begin work. Please be prepared to present the documents necessary to complete this form and confirm your eligibility (see I-9 Information for New Employees). Please note that this offer is contingent on your ability to present documentation verifying your eligibility to work in the U.S. by the date of appointment.


Resource for Questions
In the meantime, if you have questions regarding this appointment and/or the included benefits, please contact me at [j-doe@uiowa.edu], [319-335-xxxx] or Professor [insert DGS] at [j-doe@uiowa.edu], [319-335-xxxx]. 

Sincerely,


Professor [or Associate Professor] and Chair [or DEO or DGS]

[bookmark: (Required)_If_you_were_awarded_financial]






















[bookmark: Benefits]
Benefits

This assistantship does not include employer contributions toward health or dental insurance. If you held a qualifying graduate appointment or fellowship during the spring 2026 semester and have been receiving employer contributions toward insurance, additional premiums will be withheld from your June 1 paycheck to cover the summer months. For questions about insurance coverage, please contact the Benefits Office at (319) 335-2676 or benefits@uiowa.edu.

Basic Criteria for Appointment and Renewal
This appointment is contingent upon:
· Availability of funding
· Maintaining a designated GPA (if already departmental practice)
· Meeting English proficiency standards (if  relevant)
· Attending orientation and training
· Receiving satisfactory student evaluations from your current appointment
· Maintaining a primary degree objective as a graduate or professional student
· Maintaining satisfactory academic progress in the primary graduate or professional degree program
· Full-time enrollment during the semester or having an approved accommodation through Student Disability Services (SDS) for short hours.

Graduate Student Employment Standards, University Policy Manual, Graduate College Manual

[bookmark: _Hlk124848503][bookmark: _Hlk124923210]Graduate teaching and research assistant appointments or employment terms and conditions are governed by the Graduate Student Employment Standards, the University Policy Manual, the Graduate College Manual of Rules and Regulations, applicable departmental policies, and, regarding base wages, the applicable collective bargaining agreement between the Board of Regents, State of Iowa and UE local 896/COGS.

If you were awarded financial aid, please contact the Office of Student Financial Aid to discuss the impact this tuition/fee assistance and assessment at the resident rate will have on your aid award. You may contact the office at financial-aid@uiowa.edu or 319-335-1450 or 2400 University Capitol Centre.

[bookmark: Specific_to_Teaching_Assistants][bookmark: (Required)_[Choose_one]]Effort

This section states our expectations for your effort as a Teaching Assistant in the [four, six, or eight]-week summer session 2026 graduate assistant. Below is an example of the average effort over the term of your appointment that we expect in our department for a new graduate assistant. 

As noted in the Graduate Student Employment Standards, graduate assistant employees are engaged in professional activities of such a nature that the output produced, or the result accomplished, cannot be precisely standardized or measured in relation to a given period of time and that the time necessary to accomplish an assignment will vary. Thus, graduate assistants and instructors should not account for effort allocation on an hour-by-hour basis.


[Departments should use some version of the chart below. In any event, the chart is a general representation of average weekly allocation and should be viewed as an estimated guide to effort.]

	
	Summer 2026 2026

	Contact Hours
	

	Prep/grading
	

	Office Hours
	

	TA Training
	

	Other*
	

	Total
	



*Other work may include, but is not restricted to, handling grade complaints or academic dishonesty, substituting for other teaching assistants who are absent, or performance of other department-specific duties as assigned.

The above chart establishes a guideline for expectations; you are scheduled for a five-day work week (Monday-Friday) regardless of the appointment percentage, unless altered in writing by your direct supervisor. The exact weekly schedule and assignment of duties will be determined by your supervisor, in consultation with you. It is reasonable to expect small variations in the number of hours allocated to each activity in any given week.

If at any time over the course of an appointment, a graduate employee reasonably believes that the duties routinely require hours which will cumulatively exceed the hours of effort required by the appointment percentage over its full term, the employee may raise the matter with the Departmental Executive Officer (DEO), the Director of Graduate Studies (DGS), and/or the local human resources representative of the employing department.

[Choose one option]
As a teaching assistant you will be scheduled to teach [course title/number]. In this role, you will be required to [describe the level of teaching responsibility]. This specific assignment may change due to unforeseen circumstances. Your teaching supervisor will be [ 	].

As a teaching assistant, your department will determine your teaching assignment at the earliest practicable date. Once determined, we will inform you of the specific assignment and the name of your teaching supervisor.

[For College of Liberal Arts and Sciences teaching assistants] As a teaching assistant, you will be expected to follow your college’s teaching policies, which are described at https://clas.uiowa.edu/faculty/undergraduate-teaching-policies-resources/course-policies. 

University Email Accounts

All teaching assistants are required to use the e-mail account and address provided to them by the University for all email communication related to your graduate assistantship. Please note that all official university, college, and department email communications will be sent to your University e-mail account.

Teaching Substitutes

In the event of an absence, teaching assistants are expected to make a good-faith effort to find a replacement and communicate with their supervisor as soon as they are aware of the need.

Iowa Board of Regents’ English Language Proficiency Requirement

The Iowa Board of Regents has adopted a policy on oral communication competence, designed to ensure that all instructors have “the ability to communicate appropriately in the language of instruction to students attending Regent’s institutions.” New teaching assistants will be evaluated by the middle of the first semester of teaching, and by the end of every subsequent semester. A question on oral communication competence will be included in the form the department uses for student evaluations of teaching.

[For those first-time teaching assistants who indicated on their admissions application that English is not their first language, including U.S. citizens]:  Based on our records, you indicated on your admissions application that English is not your first language. Consistent with the Iowa Board of Regents policy on oral communication competence noted above, as a first-time teaching assistant who self-identified as a speaker of English as a second language, you are required to demonstrate your effectiveness in English speaking and comprehension skills for teaching undergraduates in a University of Iowa classroom before you are assigned teaching assistantship responsibilities. The English as a Second Language (ESL) Programs Office will evaluate your language skills for this purpose by administering the SPEC test.  We will pre-register you for the test; however, you must verify your registration for this test with the ESL Office by scheduling the test date/time by July 2026. For updated date information, this website can be checked after May 1, 2026.  https://lllc.uiowa.edu/academic-areas/english-second-language/teaching-assistant-preparation-english#accordion-item-7881-1


[bookmark: The_first_test,_the_English_Speaking_Pro]All students who report that English is not a first language (as self-reported on their admissions application) and who have first-time appointments as graduate teaching assistants (TAs) are required to take a test to assess their effectiveness in speaking English before they are assigned assistantship responsibilities. This requirement is based on a policy overseen by the Office of the Provost (see the University of Iowa Policy Manual III-13), which was derived from a Board of Regents mandate (see Iowa Code 262.9 #24 Iowa Code 262.9 #24-5).The Spoken Proficiency of English in the Classroom (SPEC) test assesses a TAs ability to communicate in English in a classroom context within their field of instruction. Depending on the outcome, English proficiency courses and/or task reassignments may be required.  
[bookmark: (Required)_[Choose_one]_[For_those_Teach](Required) [Choose one] [For those first-time teaching assistants whose first language is not English]:

1. By the end of your first year as a teaching assistant, you are expected to have attained a B certification (able to handle a discussion section). Your college will not approve any appointment forms for second-year teaching assistants who have not met this criterion.

2. If you are a teaching assistant in a science-related department and are in charge of a lab section, you are expected to obtain a C certification (assist in a lab with immediate supervision) by the end of your first year.  Your college will not approve any appointment forms for second year teaching assistants who have not met this criterion.

3. If you are a teaching assistant in a foreign language department, you are expected to obtain a C-level certification (teach a foreign language class where the language of instruction is not English).

Iowa Board of Regents’ Teaching Proficiency Standard

The Iowa Board of Regents’ policy on teaching proficiency standards for teaching assistants is designed to ensure that all teaching assistants are proficient in their instruction. In consonance with the Regents’ policy, each department or program has prepared a plan on how they intend to monitor their respective teaching assistants.
First-time teaching assistants (those who have not taught at the University of Iowa previously) will have a preliminary assessment conducted by their employing department within the first eight weeks of the semester in which they have assigned teaching duties.

Family Educational Right Act (FERPA) Training Requirement

The Family Educational Right Act (FERPA) is a federal law that protects privacy of student records. In accordance with that law, the University requires course instructors, including Graduate Teaching Assistants, to complete the University of Iowa’s FERPA training. Therefore, all teaching assistants must complete the training/term before the semester starts.

Graduate Teaching Assistants are required to retake FERPA training every three years.

Harassment Prevention Training

The University of Iowa is committed to the creation and maintenance of a positive work environment for all. Toward this goal and per the University of Iowa’s Policy on Sexual Harassment and Sexual Misconduct, you are required to successfully complete an approved harassment prevention education course during the first two months (six months if not identified as an academic administrative officer per the policy) of employment and to complete periodic trainings as outlined in the university’s Policy on Sexual Harassment and Sexual Misconduct. Once you begin employment, you may satisfy this requirement by completing an approved online course or instructor-led course (if available).
 
To view your initial due date for completion of this course, login to the  UI Compliance & Qualifications system, locate the “Harassment Prevention” compliance on your dashboard, and click “View Details.”  The appropriate harassment prevention courses based on your current role at the university will be displayed. Simply click the “Enroll in Course” button to begin.
 
Further information about the education requirement and login instructions are available on the Office of Civil Rights Compliance’s Harassment Prevention Education website.

Other Examples of Required Training
The University of Iowa typically requires graduate assistants to complete mandatory trainings for position eligibility. Examples include human subjects research, animal use, environmental health and safety related-trainings.

New/Returning Teaching Assistant Orientation
[bookmark: (Required)_[Where_applicable—choose_one]]
Teaching assistants are required to participate in departmental orientation/training. Attendance at departmental teaching assistant orientation/training is a prerequisite to qualification as a graduate teaching assistant with the University. Such orientation/training may be held prior to the beginning of the semester. Compensation for this orientation/training has been incorporated into the appointee’s salary.

Orientation/training for this position will be held [dates/times].

(Optional, where applicable) [For extradepartmental teaching assistants]: Teaching assistants who are not pursing a degree in our department have a different renewal process from departmental teaching assistants. 
In your specific case, we will communicate our decision on renewal in writing no later than [date of extradepartmental allocation].

Performance Management

Teaching assistants who receive a negative review or demonstrate unacceptable performance may be subject to one or more of the following measures, taking in consultation with the applicable area associate dean and local human resources:

· a professional improvement plan, and/or
· a reassignment.

Performance measures beyond those listed above will be undertaken only in consultation with the applicable area associate dean, local human resources, and University Employee and Labor Relations. Those measures may include or result in the following: 

· a reduced level of appointment, 
· a cancellation of the AY 2026-2027 commitment, and/or termination of the appointment.

Post Offer Self-Identification
 
As required by federal contracting regulations, the University of Iowa must provide persons who have been extended a job offer the opportunity to self-identify as a protected veteran and/or as an individual with a disability. This information is used to monitor and report on the university’s equal employment opportunity/affirmative action programs. Submission of this information is voluntary, and refusal to provide it will not subject you to any adverse treatment. Please take a moment to visit the Post Offer Self-identification website and complete the voluntary self-identification form. If you prefer to complete the form by mail, please contact the Office of Civil Rights Compliance via email, ui-ocrc@uiowa.edu , or phone (319-335-0705).

Appointment Renewal
[bookmark: _Hlk192511949]Renewal of this appointment is contingent upon satisfactory academic and work performance, as specified in the Department’s teaching assistant renewal guidelines and graduate student handbook, compliance with university policies, and availability of funding.

I ACCEPT THIS GRADUATE ASSISTANTSHIP APPOINTMENT UNDER THE TERMS DESCRIBED ABOVE.



Signature of Candidate	Date

Updated:  March 10, 2026


