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Message from the Dean  
 

Information on Graduate 
Assistantships 

 
This year I have charged the Graduate Council to begin a 
comprehensive review of graduate assistantships.  In addition 
to the obvious concern about graduate stipends, we will also be 
conducting a needs assessment and reviewing policies and 
procedures related to graduate assistants.  Faculty and staff 
who work with graduate assistants should carefully review the 
information below.  Most importantly, we have modified our 
procedures for the processing of graduate assistants in 
response to House Bill 3 requiring background checks on all 
new graduate assistants.  Please make sure you are familiar 
with the new process and contact the graduate School if you 
have any questions. 
 
Guidelines: 
 
Graduate assistant assignments must be clearly related to their 
program of study.  Graduate assistants may be used in support 
of research or instruction.  Graduate assistants are normally not 
to be used for clerical or other general administrative duties.  
 
Graduate assistants must meet the following eligibility criteria: 
1) they must be either clearly or provisionally admitted to a 
masterÕs or specialist degree program, 2) they must be 
enrolled, and maintain enrollment, for a minimum of 9 and a 
maximum of 12 hours of graduate credit (a student may be 
registered for 6 hours in summer or during their final term 
prior to graduation), and 3) they must meet the minimum GPA 
requirement of 3.0.  These criteria should be verified by the 
program prior to submitting the GA nomination form to the 
Graduate School.  If a student does not meet these criteria, we 
cannot process the application.  This has led to 
misunderstandings where GA has assumed that their 
assistantship is Òin the systemÓ but then does not get paid.  We 
are sending out notification ÔremindersÕ to students who have 
not met these criteria but it is better to avoid this situation by 
verifying eligibility prior to the nomination. 
 
GA stipends have been increased to $6500/academic year.  
Departments, programs, grants and other projects must use this 
as a minimum for any graduate assistantship supported from 
non-graduate school funds.  In order to treat students 
consistently, GA stipends funded from sources other than the 
Graduate School should not exceed $9,000 per academic year.  

 
Graduate assistants should not be employed elsewhere within 
the University.  In cases where there are specific needs, 
graduate assistants may be employed for up to an additional 10 
hours per week above their assistantship.  The additional 10-
hour limit is for ALL assignments, including part-time 
instruction.  Requests for additional employment must be 
approved in advance by the Graduate Dean.  You can send 
requests to me by email.  In all cases, I will seek advice from 
the graduate studentÕs academic advisor before approving 
these requests. 
 
IMPORTANT:  
 
As you know, this year we are required to conduct background 
checks on all new students offered graduate assistantships. 
 Because of this new requirement, we have had to change the 
procedures for processing our GAÕs. I am afraid that many of 
our GAÕs will face difficulties being paid at the beginning of 
the term because they may be unclear about the new 
requirements.  Please review the following information 
carefully and forward this on to any administrative assistants 
or other faculty and staff members that help with the 
processing of graduate assistantships. 
 
All nomination forms for new graduate assistants should have 
a signed release form to conduct the background check 
attached to the nomination.  Please make sure that the signed 
release form is attached before submitting it to the Graduate 
School.  All departments should have copies of this form.  If 
not, please contact either HR or the Graduate School and we 
will be happy to provide them. 
 
When we receive the nomination/release forms, the release 
will be sent to HR to initiate the background check.  When the 

check has been completed, HR will contact us 
and we will prepare a GA contract for the 
studentÕs signature. 
 
Once we receive the signed contract, a 
copy of the contract will be forwarded to 

HR for entry into the payroll system.   Since 
students havenÕt always paid attention to the contract in the 
past, my fear is that many of them are ignoring our request to 
return the completed contract.  So PLEASE encourage all of 
your GAÕs to return the contract as soon as possible.  A copy 
of the signed contract is sent to the office in which the GA is 
employed.  Graduate Assistants should not begin any GA 
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assignments until you have received a copy of the contract.   
 
We will do our best to work through problems as they arise. 
 However, it is important that we all have a clear 
understanding of the process and that the Graduate School be 
provided with all the required documentation (nomination 
form, release form, and signed contract) in a timely fashion so 
that we can avoid problems down the road. 

 
Reminders  

 
Graduate Program Coordinators Meeting 

 
Once again we will be conducting a meeting of all 
graduate program coordinators.  The meetings are 
scheduled for Wednesday and Thursday, August 
30 and 31, from 1 to 2 pm in the martin Room, 

Coates Building.  Graduate program coordinators can 
choose to attend either meeting.   
 

Graduate Guide 
 

Guide for  Approval of Graduate Courses 
 
The Graduate Council is charged with the responsibility 
of reviewing all new courses and course modifications 
for the graduate curricula.  Course requests and 
modifications must be submitted to the Graduate 
School at least 10 days before the CouncilÕs 
scheduled meeting date. 
 
This year, the Council will be critically reviewing all course 
additions and modifications to assure that the coursework 
meets acceptable standards of rigor for graduate education.  
While rigid standards are difficult to establish due to the wide 
variety of graduate programs, there are some common themes 
to keep in mind.  Above all, graduate coursework should 
reflect higher order thinking than is often found at the 
undergraduate level.  Course syllabi should reflect substantial 
components of advanced critical thinking. This should reflect 
synthesis and integration of knowledge rather than simply a 
ÒtransferÓ or acquisition of knowledge.   
 
Graduate syllabi should avoid using works such as 
Òintroduction toÓ or Òsurvey,Ó etc. that convey basic rather than 
advanced study.  It is particularly important that syllabi for 
500/700-level course include specific expectations for graduate 
students.  These additional expectations must be substantively 
different in nature from undergraduate requirements.  Simply 
asking for additional work is not sufficient to meet the 
differentiation requirements suggested by SACS.  
Differentiation of grading scales or other assessment criteria 
should also be reflected in the syllabus.   
 
Following these general guide will help expedite course 
additions and modifications through the approval process.  
Faculty are encouraged to contact the Graduate School if they 
have questions about the preparation of graduate course 
syllabi. 

 
Graduate Thesis 

 
In submitting your thesis to the Graduate School, you are 
encouraged to first submit your final thesis as approved by 
your committee on inexpensive copy paper.  When submitting 
your thesis, please include contact information, e.g. e-mail 
address and home or cell phone numbers.  The Graduate 
School will review your thesis for form and formatting.  We 
will contact you with any changes that are required.  At that 
time you can print two copies on 100% cotton (20-24 weight) 
for final submission.  You must submit two approval pages 
signed by your committee on the same quality paper as well as 
two signed permission to use forms.  You may submit 
additional approval pages if you so desire which will be signed 
by the Dean of the Graduate School and returned to you.  

Common Mistakes on Graduate Thesis  

 Statement of Permission to Use: This document IS 
required, and allows the EKU Library to provide 
academic copies of a thesis without securing further 
permission from the author 

 
 Margins: The left margin must be no less than 1 !  

inches; the right, top and bottom margins no less than 
1 inch. (Page 25 of Thesis Guidelines)  

 
 Table of Contents: Table of Contents must be right 

aligned so that the page numbers are all aligned 
exactly. (Please see example on page 50 of Thesis 
Guidelines). Please see following instructions: 

 
 * In Microsoft Word menu Select FORMAT, then 
choose TABS from menu. In this window you will be able 
to set the exact location on the document you would like 
the tab to be located. Choose a leader, and make sure in 
the Alignment section that the Right option is selected. 
Choose a leader selection then click the SET option at the 
bottom. Then click OK.  
 
 Single Space References: Reference entries should be 

single spaced, with a space separating entries. (Please 
see example on page 34 of Thesis Guidelines)  

 
 Paper: Two copies of the Graduate Thesis should be 

submitted to the Graduate School on 100% cotton, 
20-24 pound, white paper.  

 
¥ For more information please see the EKU 

Guide to the Preparation of Theses and 
Specialist Projects at : 
http://www.gradschool.eku.edu/current/Thes
is%20Guidelines.pdf 
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Graduate Education & Research 

Calendar 
Fall Semester 
 

  
September 15 Graduate Council Meeting 
   2:30 p.m. Library 201 
 
October    3 Graduate Council Meeting  
   2:30 p.m. Library 201 
 
October 15 Last day Graduate School  
   will accept International  
   Student Application for  
   admission Spring 2007  
 
   Deadline to apply for MPH  
   (Environmental Health  
   Science) program for Spring  
 
November  15  Deadline to apply for MAT  
   program for Spring 2007 
   November 20 Deadline to  
   apply for MBA program for  
   Fall 2006 
 
December    1  Master Thesis deadline for  
   2006 Graduates 
 
December   1  Graduate Student Oral and  
   Written Comprehensive  
   Exam Reports due 2007 

 
Masters Programs Spotlight 

 
Masters of Arts and Teaching (MAT) 

 Cynthia Resor 
 

Eastern Kentucky UniversityÕs Masters of Arts of Teaching 
degree program for elementary, middle and secondary initial 
teaching certification is designed for professionals who have 
earned an undergraduate degree but wish to enter the teaching 
field.  EKUÕs MAT program accepted its first secondary 
cohort in 2001. Middle school certification was added the 
following year and elementary certification was added in 2002. 
 MAT candidates have experience in diverse careers 
outside of education including social work, medical 
professions, law, business, higher education, science, and civil 
service.  Many candidates complete the majority of the 
program while continuing in their first career. A unique type of 
teaching certification, temporary provisional certification, 
allows a smooth transition into the career of teaching. EKUÕs 
MAT program is a part of a growing state and nationwide 
trend to create ÒalternativeÓ routes to teacher certification.  
 The middle and secondary certification MAT 
programs are 39 hour graduate programs that include both 
coursework in education and the certification content area, as 

well as an action research project and a semester-long student 
teaching experience. Students who are admitted to the program 
and take the initial education courses are qualified to apply for 
temporary provisional certification through the state of 
Kentucky while they complete the program. These temporary 
provisionally certified candidates can teach in Kentucky public 
schools at a Rank 3 level, which means they are paid at the 
same rate new teachers that have completed a traditional 
certification program.   
 The elementary certification MAT program is a 48 
hour program that also consists of education and special 
teaching methods coursework, as well as an action research 
project and a semester long student-teaching experience. 
Elementary certification candidates are qualified to become 
temporary provisionally certified after completing the first year 
of the program, and like the middle and secondary candidates, 
would receive Rank 3 teacherÕs pay.  
 The responsibilities for the temporary provisionally 
certified candidates are the same as any other full-time teacher. 
They are the teacher of record for their classroom. During the 
first year, the candidates are mentored by the MAT program 
coordinator and a mentor within their school district that is 
assigned by the school district. 
 After completing the elementary, middle and 
secondary MAT program and passing the proper PRAXIS II 
exams, the graduates are certified by the state of Kentucky as 
Rank II teachers.  

 
EKU Graduate School  

 

Dr. Gerald Pogatshnik 
Dean of the Graduate School 
Jerry.Pogatshnik@eku.edu 
 

Sandy Willis 
Data Specialist 
Sandy.Willis@eku.edu 
 

Frances Dixon  
Data Specialist  
Frances.Dixon@eku.edu  
 

Sandra Johnson 
Data Specialist  
Sandra.johnson@eku.edu 
 

Tina Puckett  
Academic Administrative Specialist 
Tina.Puckett@eku.edu 
 
Tiffany Hampton 
Administrative Assistant II 
Tiffany.Hampton@eku.edu  

 

Eastern Kentucky University  
Graduate Education & Research  

Coates CPO 5a 
521 Lancaster Avenue 

Richmond, KY 40475-3102 
(859) 622-1742 

Fax (859) 622-2975 
www.gradschool.eku.edu 


