GA/ TA/ RA Hiring Checklist
*Updated 2016

· IF STUDENT HAS COMPLETED AN ASSISTANTSHIP APPLICATION THEY CAN BE FOUND/HIRED THROUGH THE COGS GA ONLINE HIRING SYSTEM: https://w3.georgiasouthern.edu/cogs/findaga/index.php
IF STUDENT CANNOT BE FOUND THROUGH THE COGS HIRING SYSTEM, THE STUDENT WILL NEED TO COMPLETE AN ONLINE APPLICATION BY GOING TO: https://w3.georgiasouthern.edu/cogs/gaapp/
· HIRE STUDENT VIA COGS HOMEPAGE (  FIND/HIRE A GA
· IS STUDENT ELIGIBLE PER THE ONLINE SYSTEM? CONTACT COGS IF NEEDED
· CONFIRM FUNDING SOURCE FOR PROCESSORS

· COGS FUNDED (also called “Allocated”)

· DEPARTMENT FUNDED (also called “Unallocated”)

· GRANT FUNDED (INCLUDE REQUIRED GRANT APPROVERS)
· WILL THE STUDENT BE TEACHING?

· YES

· NO

· IF THE STUDENT IS TEACHING:

· FID FORM IS SENT TO COGS – PO BOX 8008 FOR TA2’s
· GTA PARKING PERMIT FORM HAS BEEN COMPLETED AND SUBMITTED TO COGS (BOX 8008) FOR ALL TERMS HIRED (Please do not promise parking to students! COGS is allotted a LIMITED amount and there are no exceptions – first come, first serve)
· STUDENT IS ADDED AS AN INSTRUCTOR OF RECORD IN BANNER (COMPLETED BY PROVOST OFFICE)

· PROCESSING THE PA THROUGH THE COGS ONLINE HIRING SYSTEM:
· ADP EMPLID HAS BEEN LOOKED UP AND ENTERED, IF AVAILABLE

· http://adminservices.georgiasouthern.edu/adplookup
· SUPERVISOR AND EMAIL

· DIVISION/UNIT (DROP DOWN MENU)

· EFFECTIVE DATE IS ENTERED CORRECTLY

· Always the first day of class or 1 week prior
· END DATE IS ENTERED CORRECTLY
· Always the last day of final exams
· NEW HIRE, DATA CHANGE, OR TERMINATION ARE SELECTED AND REASONS ARE GIVEN IF NEEDED
· DEPARTMENT INFORMATION IS FILLED IN COMPLETELY INCLUDING DEPARTMENT NAME, POSITION TITLE, P.O. BOX, OFFICE PHONE, B-CODE, AND SUPERVISOR
· EMPLOYMENT STATUS IS ENTERED CORRECTLY (GRADUATE, RESEARCH, TEACHING ASSISTANT 1, OR TEACHING ASSISTANT 2) 
· TA 2: MINIMUM REQUIREMENTS:
· COMPLETED 18 HRS. IN THE FIELD THEY ARE TEACHING IN
· COMPLETED TA TRAINING
· BUDGET DATA IS COMPLETED IN FULL INCLUDING SECTION B IF FUNDING SOURCE IS ANYTHING OTHER THAN COGS FUNDED
· REMARKS LINE SHOULD HAVE A SENTENCE INDICATING IF THE GA WILL BE TEACHING AND INDICATE THE FUNDING SOURCE (i.e. Remarks: “Teaching assistant, COGS funded/allocated” OR “GA, Unallocated”, “Grant Funded”, “Grant pays tuition”)
· PLEASE ONLY ENTER INTERNAL APPROVERS ON THE FORM AND THEN ADD COGS AS THE LAST ONE
** THIS IS THE SAME PATHWAY FOR APPROVAL THAT THE PAPER PROCESS FOLLOWS! 
** If someone else (admin asst.) signs for the approver, please indicate in the appropriate line and the message will be sent to them.**
· BACKGROUND INVESTIGATION FORM HAS BEEN COMPLETED IF THE STUDENT HAS NEVER BEEN HIRED AS A GA AND FORWARDED TO HR (*IF REQUIRED)
· IF GRANT FUNDED:
· ADD PI APPROVERS TO APPROVAL LINE(S)
