CONTRACT EXAMPLE – 8300 Graduate Assistant
The below screenshots show how the Generate Document step will appear to the HCM Action Initiator in Workday.
· The fields highlighted in GREEN populate from your contract submission. Be sure to review them for correctness. It is possible they will not populate the right information if the employee has multiple jobs/past jobs—it can pick up old, incorrect info. You can manually overwrite the information in these fields as needed.
· The fields highlighted in ORANGE require you to manually enter information. Be aware that some of the spots requiring manual entry are not highlighted, so all parts that require manual entry are underlined/indicated with RED. 
· DUAL EMPLOYMENT: You must complete the Dual Employee section. The employee being hired cannot enter any information on the contract when it’s sent to them. Prior to initiating the hire, you should be asking any student worker if they have or expect to have another job on campus, where it is, and how many hours they will be working for that job. Students cannot exceed 25 weekly hours total during the Fall and Spring semesters.
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'GRADUATE ASSISTANT CONTRACT
“This appointment is subject to the provisions of this letter, and the policies, rules, and regulations of the University.
‘System of Maryland and Salisbury University.

‘Student Information:

FolName: Andew Xover Adars

Department Information:
— Department Code: US290163
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Contract Dates (Contract dates typically coincide with semester start/end dates):

— OFALL  (SBR: (JSUM:  (JWIN:
From: 017152025 10

‘Scheduled Weekly Hours:

— Assigned duties: [Enter job duty details here]
e

Dual/Multiple Employment:
The Student Worker shall notify the University of dual/multiple Employment withn the Uriversity or for a State of
Maryland Insttuton or Agency. fthe dual/muitiple employment status changes,the Student Worker shall
immediately notiy the Universiy.
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Please selectone of the fllowing then st al other S USM o State ermployments.
— () No DualMutiple Employmentas oftodays date
Employment at Salisbury Universty,anather YSM School or a Stateof Maryland Agency
Name of Dual/Mutple Numberof hours worked per week
Department(s),Insttution(s) o associated with dua/mutple
Agency(ies employment

Exclusive Agreement: This Agreement, including any Amendments, i the exclusive Agreement between the parties
with respect to ts subject matter and supersedes all prior Agreements, negotiations, proposals and awards, written
and oral, relating toits subject matter. No provision of this Agreement may be changed, modified, or amended except
by a written Amendment executed by both parties.

I certfy that | agree to the commitment and terms included in the above information and have read and understand
the rules associated with this appointment (attached) and other duties as assigned by my supervisor:

POLICIES, TERMS AND CONDITIONS
(Please keep for your records)
1. Academic Requirements:
* Youmust be fully-admitted into a graduate program
* You must remain in good academic standing and maintain a 3.0 cumulative GPA.
* You must maintain enroliment in fall and spring semesters. 6 credits for fulltime; 3 credits for part-time.

2. Paperwork:
+ Upon acceptance of the ggsistantshig position, in addition to this contract, the student s responsible for
the comletion of:




