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Appointments
2019 Summer Session Appointment File Preparation



Graduate 
Division 
Contacts

Courtney Aguila

Graduate Employment Coordinator

(858) 534-6562, claguila@ucsd.edu



General 
Information

 All Summer Session Associate-In requests must be submitted 
through the IA System

 Includes SP19 graduates (be sure to note the student’s graduation 
status in IA System Comments when submitting)

 Includes Summer Graduate Teaching Scholar appointments

 The Summer Session campaign link will be sent to the GradEmp@ 
listserv in January



Deadlines

 Students must be approved to teach before they can begin 
instruction

 Lower-Division courses (Summer Session I, II, III): two weeks 
before start of classes

 Upper-Division courses (Summer Session I, II, III): four weeks 
before start of classes

 Educational Policy Committee (EPC) deadline for requests for 
graduate students to teach upper-division courses; LD courses do 
not require EPC approval

 May 24, 2019



Eligibility

 Students must be advanced to candidacy at the time of file 
submission in order to be eligible to teach

 A letter of exception is required if the student has not advanced (LD 
course – LOE addressed to Dean of Graduate Division; UD course –
LOE addressed to EPC)

 A current (AY 2017-2018) academic Spring Evaluation is required 
for Associate-In requests

 Excluding: students who advanced to doctoral candidacy or MFA 
candidacy during Winter 2019 or Spring 2019; or were on a leave of 
absence for Spring 2019

 After the end of Spring 2019, June 15th, an AY 2018-2019 Spring 
Evaluation will be required

 Must be registered for Spring 2019 or Fall 2019
 Students expecting to graduate in Spring should be submitted as an 

Associate-In through the IA System first.  If they do graduate, an 
appointment file must be submitted through SharePoint for 
approval as a Lecturer.



Lower-Division 
Courses

 Students must be advanced to candidacy in order to be eligible 
to teach

 Complete Position Details

 Answer questions 1-5 on the application

 Attach documents



Upper-Division 
Courses

 Students must be advanced to candidacy in order to be eligible 
to teach

 Answer questions 1-13 on the application

 Attach documents



Lower-Division 
Questions
Complete Position Details and 
Questions 1-5.  

Questions 1-5 are required for 
Lower-Division and Upper-Division 
appointments



Upper-Division 
Questions
Complete Position Details and 
Questions 1-13.

Questions 1-5 are required for 
Lower-Division and Upper-Division 
appointments



Summer 
Graduate 
Teaching 
Scholars

 Students must be advanced to candidacy in order to be eligible 
to teach

 Students must be advanced to candidacy by February 1, 2019

 SGTS nominations also need to be submitted through the IA 
System

 Complete position details section

 Answer questions 1-5 for LD courses; answer questions 1-13 for UD 
courses

 Attach SGTS nomination packet under question 14



Required 
Documents

 List of required paperwork for a Graduate Student Associate-In 
appointment file; scan documents (portrait orientation) in order as 
listed

 Department or Program nomination letter, addressed to Dean of 
Graduate Division, Paul Yu (should be formal)

 Exception letter (if applicable)
 Current Curriculum Vitae (CV) or Academic Biography
 Current Teaching Evaluations or Letter of Support (only needed if no 

CAPEs appear)

 Faculty and student signatures are not required on uploaded 
documents since their electronic approval replaces the need for 
signatures



Required 
Documents
 Department nomination letter

o LOE (if applicable)

o CV or Academic Biography

o TA Evals or CAPEs
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“Pending 
Review by 
Graduate 
Division”
Files must have the status “Pending 
Review by Graduate Division” by 
the May 24, 2019 deadline for 
Upper-Division Courses.

Files must have the status “Pending 
Review by Graduate Division” by 
the end of Spring quarter, June 15, 
2019, to make use of the AY 2017-
2018 Spring Evaluation. 



Graduate 
Division 
Review 

 Support Time Limit (1-2 quarters away)

 Overall GPA

 Registration Status (Registered)

 Academic Status (Good Standing)

 Applicant Assignment History & Student Teaching Evaluations 
(75%<)

 Applicant CAPEs (75%<)

 Applicant Course History



IA System 
Processes

 Approval status may be tracked under Application Status on the 
Applicants page of the IA System

 If you have started a file but not yet completed it, you can click the 
“Save” button; do not click the “Submit” button until the 
application is complete

 Technical or access issues should be directed to ats@ucsd.edu

mailto:ats@ucsd.edu


Reminders

 Remind your students to download their Appointment Letter once 
you receive email notification of final approval

 Written assessments of Upper-Division Associate-In appointments 
are required at the end of the quarter and should be sent via email 
to Academic Senate with a copy to the Graduate Division



Web Links

 Education Policy Committee – Student Instructional Support: 
https://senate.ucsd.edu/operating-procedures/educational-
policies/student-instructional-support/

 Graduate Division: http://grad.ucsd.edu/

 Graduate Division Confluence for Campus Partners (Guide for 
Associates): 
https://collab.ucsd.edu/display/GDCP/Chapter+11%3A+Guide+for
+Associates

 IA System: 
https://academicaffairs.ucsd.edu/Modules/ASES/Default.aspx

 Summer Graduate Teaching Scholars: 
http://undergrad.ucsd.edu/programs/sgts.html

For your reference if you forget this 
training 

https://senate.ucsd.edu/operating-procedures/educational-policies/student-instructional-support/
http://grad.ucsd.edu/
https://collab.ucsd.edu/display/GDCP/Chapter+11:+Guide+for+Associates
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