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HIRING OF UNIVERSITY OF MASSACHSUETTS GRADUATE STUDENT
Please complete this form in its entirety and submit to Emily Robinson in the Provost’s Office at least three weeks prior to the proposed beginning date of the graduate student’s appointment.  An incomplete form will delay the appointment process.
You may submit to Emily by e-mail (erobinso@smith.edu), campus mail (College Hall 206), or by fax (ext. 3070). 

The information you provide will be sent to the Graduate School of the University of Massachusetts which makes appointment determinations for all of its graduate students.  The Graduate School will work with its Provost’s Office and the student’s home department to arrange the appointment.  No appointment letter will be issued by Smith College. Confirmation of these arrangements, including total expected charges, will then be communicated back to the Provost’s Office at Smith College.  This information will be relayed to the supervisor listed below as well as the Grants Accountant. 
Title of graduate student position:       


Department/program at which position will be based at Smith College:       
Supervisor’s name:      
Graduate student’s name:       
Graduate student’s home department:      
Dates of appointment: 
Begin date:      

End date:      
Hours per week:      
 
Number of weeks:      
Total proposed salary/wage:      
Grant Fund Number (internal fund number):      
Job description (specify duties, responsibilities, and qualifications):      
Note:  UMass graduate students are under Graduate Employee Organization (GEO) contract.  Salary/wage increases may be mandated by GEO contract during the appointment period.  These increases (often established retroactively) and any other costs associated with the appointment are the responsibility of the supervisor named above.    
