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TLI Practices and Expectations



Graduate Assistant General Policies

• Graduate assistantships provide experiences to enhance professional 
development while working with a institutional mentor.

• The graduate assistant receives financial support for graduate study 
by contributing to the teaching and/or research mission of the 
university.

• GAs at 25% (50%) FTE must be enrolled in at least 9 (6) graduate 
credit hours (9 credit hours are necessary to receive federal financial 
aid).

• GAs completing Masters degrees can be reappointed for their position 
for three (3) years.  GAs working on PhDs may be reappointed to the  
same position for five (5) years.

• GAs must be notified in advanced if they will not be reappointed to 
their position (generally one month or more before the end of the 
appointment term).



Graduate Assistant General Policies
• Graduate assistants’ rights and responsibilities as students are 

defined in the Student Code of Conduct. In cases where 
graduate assistants feel that they have a legitimate complaint 
about any aspect of carrying out their assignments (work hours, 
duties assigned, pay, work conditions, etc.), they have a right to 
pursue all established channels to resolve the conflict. In the 
order that follows, students should speak to their immediate 
supervisor, the Director of Graduate Studies, the appropriate 
department head / school director, the appeals committees in 
the home unit or college, and the dean of the college involved. 
If the student feels that a resolution should be sought beyond 
the department/school/college level, the Dean of the Graduate 
School should be contacted.

https://hilltopics.utk.edu/student-code-of-conduct/


TLI GRA Information Highlights

• GRAs in TLI are 50% FTE or 20 hours a week

• TLI GRAs are on a 12 month appointment.

• TLI GRAs will participate in 
• an annual goal setting and evaluation process,

• a periodic job assessment twice each year at the end of each 
semester, and

• a final evaluation, which determines if the GRA will be asked 
to return (if applicable), and will take place at the end of the 
spring semester.



Expectations of GRAs at TLI

• TLI GRAs are expected to be available based on their pre-
determined schedule. Work schedules are initially 
developed by the TLI GRA, and then submitted for approval 
by their TLI direct supervisor. 

• GRAs will record the hours that they work using the Non-
Exempt Employees Bi-Weekly Timesheet 

• TLI GRAs do not have to be physically present in TLI 
(Dunford or Greve Hall) to complete their work, but they 
should notify their direct supervisor about the hours that 
they have used to complete their assigned task or project 
on a biweekly basis. 

• All requests regarding TLI GRA schedule changes should be 
submitted in writing to their TLI direct supervisor as needs 
arise. 

../Copy of Timesheet-Biweekly new.xls


Where to Find Other Relevant 
Documents and Information

• https://teaching.utk.edu/finance-administration/

https://teaching.utk.edu/finance-administration/


COVID-19 & TLI

Return to Work Expectations

Fall 2020



Return to Work Policies

• If you have not already, please complete the return to 
work training

• Before coming to campus, complete the Daily Health 
Screening for students/student employees and include 
both your supervisor’s email and the administrative 
specialist’s in the building in which your office is 
located 
• Dunford: Jenn
• Greve: Wes

• Review the Quick Tips handout

• TLI Staff will be in the office on a rotating basis

https://www.utk.edu/coronavirus/updates/return-to-work-training
https://selfscreen.utk.edu/route_login.php






GRA List of Responsibilities
• Provide support for projects within Teaching & Learning 

Innovation.
• Gathers data, organize information, conduct web-based 

research, perform literature reviews, initiate survey, 
facilitate focus groups, conduct assessment, develop and 
engage in faculty consultation work.

• Assist in preparing and manage projects related to faculty 
development, TLI initiatives, annual events, or other related 
opportunities.

• Create and/or modify resources related to unit priorities and 
initiatives.

• Develop and initiate communication plans, materials,  to 
promote TLI.

• Other duties related to the implementation, growth, and 
expansion of TLI resource needs, and initiatives as assigned by 
the department head.



Job Evaluation Process



TLI GRA Goal Setting, Job 
Performance, and Evaluation 

Process
• Within two weeks of TLI GRA Orientation, the GRA, with the 

supervisor will complete a job goals and objectives form.

• At the end of each semester, each GRA, with their supervisor 
will review the goals and objectives form and discuss job 
performance. A brief summary report will be written based on 
the meeting. The report will be submitted TLI’s Department 
Head for review and support purposes. 

• At the end of the spring semester, a final evaluation, using the 
performance review summary form will take place.

• The final evaluation will determine if the GRA will be invited 
back to work with the TLI.

PR-Summary-with-Goals-2019.docx
PR-Summary-with-Goals-2019.docx


The Exit Process for TLI GRAs



TLI GRA Exit Process

• Every member of TLI is important, valued, and brings a 
unique perspective to the work necessary to 
continually build a successful unit, as well as meet and 
succeed university expectations and our mission and 
charge. 

• Knowing that, every TLI GRA will be asked to either 
complete a qualitative feedback form about their 
experiences in TLI and/or participate in a “Exit 
Interview” 

• The purpose of this process is to capture information 
related to the GRA’s experience in TLI that could help to 
identify positive aspects of the unit that should be 
reinforced in the future, and/or to improve the 
experience working in unit for future GRAs and other 
TLI staff. 



Thank You

Welcome (Back) to Teaching and Learning Innovation!

We are delighted to have you.


