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Graduate Teaching Felowship Program
The Graduate School and University Center
The City University of New York

Program History and Rationale

The Graduate Teaching Fellowship (GTF) program began in August 1992 at The Graduate School and
University Center based on a plan developed by the Chancellor’ s Office of The City University of New
Y ork, which provided funding for the program. The GTF program began as amodest initiative, but by
1994-95 dl 17 CUNY undergraduate colleges were included in the program. In Fall 2002,
approximately 220 GTFswill be teaching at the undergraduate colleges.

The intent of the Graduate Teaching Fellowship program is threefold:

Q) to give CUNY doctord students the opportunity to develop ingtructiond skills and enhance
their future employment prospects;

2 to provide needed ingtructors for undergraduate classes at the CUNY colleges,
3 to broaden financial support for CUNY doctoral students.
Program Structure and Funding

Graduate Teaching Fellowships are funded by the City University’s Centra Office. The program’s
budget, dlocated to The Graduate Center annudly, determines how many Graduate Teaching
Fellowships are available each year. The program is administered in the Office of the Provost by the
GTF Program Coordinator. Each CUNY college has an gppointed contact person to overseeits GTF
alocation and appointment process. In most cases the college provost, vice president, or dean for
academic affarsisthe desgnee. Theindividud college adminigtration determines which departments
receive GTFs a the college.

Department chairs, working in partnership with the Executive Officer of the relevant doctora program,
select doctora studentsto serve as GTFs. All Graduate Teaching Fellows, however, whether
assigned to teach a a senior college or at a community college, are officialy appointed to the felowship
by the Office of the Provost of The Graduate Center. The individual colleges do not award
Graduate Teaching Fellowships.

A GTF assigned to aCUNY senior college will complete personnd forms a The Graduate Center
and be placed on The Graduate Center’ s payroll; a GTF assgned to acommunity college, once
approved by the doctoral program’s Executive Officer and gppointed by The Graduate Center, will
complete personnd forms at the individua community college and be placed on the community
college' s payrall.
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Fellowship Appointment Process

Chief academic officers (or the college GTF liaison) on each campus inform the GTF Program
Coordinator at The Graduate Center as to which departments at their respective campuses will be
assgned GTFs. The GTF Program Coordinator then coordinates with the department chairs a the
colleges and the Executive Officers of the doctora programs, who identify qudified doctora studentsto
be interviewed for the available fellowships. After the interviews, the department chairs communicate
their selections to the college GTF liaison at their campus and to the GTF Program Coordinator & The
Graduate Center.

The GTF Program Coordinator verifies the sudent's digibility for gppointment and confirms thet the
student has been gpproved for the fellowship by the Executive Officer of his’her doctora program.

The GTF Program Coordinator then generates an officid offer |etter for the GTF gppointment and
contacts the student to explain the procedures for being processed and put on payroll. No GTF will be
gppointed until he or she reviews, sgns, and returns the offer letter to the Office of Human Resources a
The Graduate Center.

Specid Notes for College Department Chairs

! Departments that desire GTFs should make the request to their provost, academic vice
president, or dean.

Departments with GTFs assgned to them should be aware that when a GTF position becomes
vacant (because the student has come to the end of his’her three-year digibility to participate in
the program, has resigned, or otherwise |eft the program), the department does not
automatically retain the GTF postion.

The Graduate Center’ s Office of Human Resources will contact department chairs supervising
the GTFs regarding the teaching observation process. Werely on the chairsto return
completed observations to The Graduate Center’ s Office of Human Resourcesin atimely
manner to ensure the continued service of their GTFs.

Department chairs must inform the GTF Program Coordinator of any expected or actud
changes to gppointments of GTFsin their department.

GTF Eligibility

GTFsmust be full-time registered doctora students in good standing who have completed one year of
doctoral study at The Graduate Center and show interest as well as competency in teaching the
undergraduate courses proposed by the colleges. To teach at a community college, a GTF must dso
possess a master’ s degree.



Students with certain mgor awards from within CUNY, such as Gilleece, MAGNET, Humana, or
CUNY Writing or Technology Felowships, are not eigible for GTF positions.

GTF Compensation and Workload Requirements

All GTFs are gppointed to thetitle of Graduate Assistant C under the terms of the CUNY -
PSC/CUNY collective bargaining agreement. The Graduate Assstant C title is intended only for
teaching positions. Under the collective bargaining agreement in effect from August 1, 2000 through
October 31 2002, new GTFs receive asdary of $13,477 for a 12-month appointment. To review a
copy of the officid GTF offer/appointment |etter, please see the GC Provod’ s Office web-ste:
http://web.gc.cuny.edu/provost/gtf.htm

The Graduate Assistant C title does not provide health insurance or other employee benefits.

Graduate Teaching Fellows are required to teach the maximum workload alowed under the Graduate
Assdant Ctitle: a total of 180 contact hoursin the combined Fall and Spring assignments.
The workload requirement is usualy met by having the GTF teach two 3-credit courses each semester
(each equivaent to 45 hours, for atota of 90 contact hours). If a GTF s assgnment requires him/her
to teach courses that carry 60 contact hours, the GTF usualy teaches two courses in the Fall and one
course in the following Spring to satisfy the 180-contact-hour requirement.

GTFsare required to satisfy their annua workload requirement by the end of the Spring semester.

Specia Notes

If acollege department assigns a GTF acombined Fall and Spring teaching assgnment in excess
of the 12-credit (180-contact-hour) fdlowship requirement, the department must pay the GTF

for the excess credits from the department’ s own adjunct budget. The Graduate Assstant
C pay rateis comparable to the highest adjunct hourly rate. Therefore, GTFsare cusomarily paid
at this same rate in instances where the department must pay them for teaching excess credits.

Under the CUNY-PSC/CUNY collective bargaining agreement, if a person appointed to the
Graduate Assgant C title dso accepts separate adjunct teaching assgnments, the combined
assignment may not exceed 270 contact hours during the total annud appointment from
September 1 of any given year to August 31 of thefollowing year. Therefore, GTFs are digible
to teachup to 90 contact hours under a separate adjunct assgnment over the annua gppointment
year. If a GTF is assgned to teach additional courses, the department must be prepared to
compensate the GTF from the department’ s adjunct budget for these extra courses. Note that
except in gpecid circumstances GTFs may accept teaching assignments only (for details, contact
the Office of Human Resources.)



Note that for Summers 2000, 2001, and 2002, CUNY "’ s Office of Faculty and Staff Relations and
the Professional Staff Congress’CUNY signed agreements to interpret the term “work year” in
Artide 15.3 of the current PSC/CUNY contract to meanthe period fromthe beginning of the Fall
semedter to the day after commencement at each college. Under this interpretation, Graduate
Assgant Cs (as wdl as Graduate Assstant As and Bs) were digible for summer teaching
assgnmentsin addition to the maximum workload (270 contact hoursfor Graduate Assistant Cs)
provided in Article 15.3. The status of such an agreement for Summer 2003 is uncertain.

It is the responghbility of the GTF to complete a CUNY workload reporting form (WRF) each
semester and submit it to the Office of Human Resources at The Graduate Center by the deadline
indicated. Thereport must be updated if changes occur after theinitia submisson. ItistheGTF' s
responsibility to report to the college department and The Graduate Center’ s Office of Human
Resources any additiona adjunct or other assgnments he/she may have accepted in a particular
semedter by submitting a separate WRF. Questions regarding workload or additiona assgnments
must be addressed promptly so that GTFs can maintain good standing in the GTF program.

GTFs cannot act independently to negotiate adjustments to the GTF teaching workload. GTFs
must obtain permission from the Office of the Associate Provost at The Graduate Center, in
consultation withthe office of Human Resources, for any desired or necessary change to the usua
semester-by-semester workload set forth in the GTF gppointment contract.

It is imperative to consult the office of Human Resources or the GTF Program
Coordinator at The Graduate Center prior to accepting an offer to teach additional
creditsasan adjunct. Thisruleisdesgned to hep GTFs guard againg beinginviolaionof the
contractual workload. Violationsof contract workload provisonsmay subject the GTFtoremova
from an assgnment and/or the GTF program.

The appointment period for a GTF appointed for the full year is from the first day of classes
through August 31 of the fallowing year. In someingstances, GTFsare hired beginning inthe Spring
semester. Spring semester gppointments have the end date of July 31.

Department Chairsand GTF Workload |ssues

If acollege department assigns a GTF acombined Fal and Spring teaching assgnment in excess
of the 12-credit (180-contact-hour) fellowship requirement, the department must

pay the GTF for the excess credits from the department’s own adjunct budget. The Graduate
Assstant C pay rateis comparable to the highest available adjunct hourly rate. Therefore, GTFs
are cusomarily paid at thissamerate iningtances where the department must pay themfor teaching
excess credits.



1 A department chair may not act independently to adjust a GTF s teaching workload. Any need
to do so should be brought to the immediate attention of the GTF Program Coordinator
at The GraduateCenter. For example, aGTF assgned to teach 45-contact-hour courseswould
usualy be expected to teach two such coursesin both the Fal and Spring semesters of the annud
contract. If thereisajudtifiable need for the GTF to teach three coursesin the Fall semester and
only one course the following Spring, the chair would need to secure gpprova from the Office of
the Associate Provost at The Graduate Center before implementing this planned teeching
assgnment.

! When devising teaching assgnmentsfor GTFs, department chairsshould followthe same standards
applied at their college to full-time faculty with respect to class Sze (enrollment). If the college
recognizes a jumbo or mega-course as atwo-for-one load for full-time faculty, the GTF at that
college should receive the same consideration. Therefore, a GTF would teach ONE mega-course
in agiven samester to sty the 6-credit (90-contact-hour) teaching requirement.  In thistype of
dtuation, the class Sze should be noted clearly on the GTF s Workload Reporting Form.

Department-Based Mentoring

GTF program adminigrators at The Graduate Center request that Executive Officers and GTF campus
liaisons ask department chairsto assgn teaching mentors to each Graduate Teaching Fellow. Often new
GTFs, while being well-versed in the materid to be taught, have had little experience in presenting the
materid to undergraduates. Learning how to negotiate the multitude of responsibilitiesthat go hand inhand
with teaching canbe overwheming. The teaching mentor is an on-site resource to help GTFs meset these
chdlenges.

Teaching Observations and Evaluations

In accordance with Article 18 of the CUNY-PSC/CUNY cdllective bargaining agreement, the GTF
programrequiresthat eachsemester dl GTFs mus be observed inthe classroomand evauated. By means
of this evauation process, the college department informs both the individua GTF and the adminigirators
of the GTF programof the quadity of classroom performance. The evaluation process serves asthe bass
for each GTF s annua regppointment to the felowship. Timdy submissonsarecritica to the continuation
of GTFsin the program.

Section 18.1 dtipulates. “The evauation of the professiond activitiesof al employeesin a public ingtitution
of higher education is essentia to the maintenance of academic and professona standards of excellence.
The purpose of professona evauations shall be to encourage the improvement of individua professond
performance and provide a basis for decisions on reappointment, tenure and promotions. An evauation
of professiond activities shall be based on totd professiond performance. Written evauationsshall beon
filefor dl employees”



GTFs may learn more about the performance elements to be evaluated in the observation by consulting
section 18.2 of the CUNY -PSC/CUNY agreement or by calling The Graduate Center’ s Office of Human
Resources.

Any concerns regarding a GTF’s performance must be brought to the attention of the GTF
Program Coordinator aswell astothe Executive Officer of the GTF’sdoctoral program assoon
aspossible. The Assstant VicePresdent for HumanResourcesat The Graduate Center, who also serves
a the college' s labor designee, may aso be able to offer advice on performance problems.  Department
chairsshould not wat for the eva uation process to address problems that may have beenarisen. Problems
can be resolved mogt easly with early intervention.

GTF Orientation and Training

During the 2001/02 academic year, Associate Provost Linda N. Edwards convened a GTF workshop
advisory committee to review the training received by GTFs and make recommendations. The advisory
committee determined that the role of the workshops should be narrowed and focused clearly on issues
related to classroom teaching. Career planning and preparation in aress other than teaching are more
appropriately handled by individua doctora programs and the Office of Student Affairs. Copies of the
report of the GTF workshop Advisory Committee may be requested by contacting Ms. Anne Ellis GTF
Program Coordinator at the Graduate Center, at aellis@gc.cuny.edu

The advisory committee recommended the following planfor the orientation and teacher training of GTFs.
This plan, put into effect in Fall 2001, has three components: a student component; an Executive Officer
component; and a college-based department component.

The Student Component

The purposes of the student component isto: (1) orient new GTFsto the proceduresthat governthe GTF
program; (2) acquaint them with the respongbilities and chalenges associated with college teaching and
joining an undergraduate department; and (3) hep new and continuing GTFs handle problems that arise
in the classroom and in mentoring students.

A. GTF Orientation and Training Sesson
A day of orientation is required of dl GTFs. The orientationwill be offered two timesfor GTFswho begin

in the Fall semester, once gpproximately one week before classes begin, and once the day or so before
classes begin. The orientation lasts from 9:30 am. to 4:00 p.m., with lunch provided.



Topicsto be addressed include:

1 Introduction and overview of the GTF program

! Issues of communication among the congtituent groups: the Office of the Provodt at the GC, the
Office of Human Resources at the GC, the GTF campus liaisons, the Executive Officers, the
college department chairs, and the GTFs themsdves

Human Resources issues: workload, teaching observations, payroll

“Getting the Most From Y our GTF-afaculty perspective

Affirmative action

Sexud harassment

Teaching issues across the disciplines (induding topics such as integrating into a college
department, collegidity, grading and testing, chesting, teaching the underprepared student,
diversty & CUNY)

A smilar orientation is offered in January for those GTFs beginning in the Spring semester.
B. Follow-up Training Sesson for Continuing GTFs

A workshopisoffered in January for dl continuing GTFs. New GTFs hired to begin teaching in the Spring
semester may aso attend (if the session does not conflict with the orientation workshop that they are
required to attend). Thisworkshop runs from 2:00 p.m. to 5:30 p.m.

Topics to be addressed in this falow-up sesson are smilar to those covered in the “ Teaching Issues’
presentationat the August workshop or may focus on using technology in the classroom. GTFsaso have
the opportunity to raise particular issuesrel ated to current problems or concerns they areexperiencing with
their teaching.

Executive Officer and College-Based Department Chair Components

The Graduate Center’ s Associate Provost meets each Fal with the Executive Officers and, if requested,
schedules meetings at the colleges with department chairs who supervise GTFs (with the assstance of the
GTF campus liasons) to discuss the GTF program in general as wel as key specific issues such as
mentoring and teaching training/faculty development for the GTFsat the Ph.D. programand campus levels.

Frequently Asked Questions About Graduate Teaching Fellowships

(1) How does an interested doctoral student apply for a GTF?
There is no mechanism by which students directly apply to  receive a GTF. If students are
interested in securing a GTF, their first step isto make an appointment to speak to the Executive

Officer of their doctoral program. In most cases, the Executive Officer serves asthe doctora
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)
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(4)

program’s liaison to the GTF coordinator. Some programs have assigned this respongbility to a
Deputy EO or faculty adviser. The Assstant Program Officer should be able to direct students
to the appropriate GTF liaison for individua programs. The Executive Officer or designee
maintainsalist of qudified, interested candidates for future GTF placement.

Generd information about the fellowships can be obtained from the GTF Program Coordinator in
Room 8113.09 in the Office of the Provost (telephone: 212-817-7284). Please remember,
however, that a fellowship cannot be avarded without the gpprova of the Executive Officer, so it
Isessentia that interested students make the initid contact at the program level.

What should a GTF do if he/she is encountering difficulty at the college where he/she is
teaching?

GTFsshould firgt consult with their college department chair regarding any difficulties or concerns
they may have with ther teaching. For further assstance, GTFs should contact the GTF Program
Coordinator as soon as possible.  The GTF Program Coordinator can often act to mediate a
conflict and prevent a Stuation from escdating into alarger problem. GTFsmay aso seek advice
from their Executive Officer, faculty adviser, or any faculty member with whom they have rapport
about teaching Strategy and/or the basic skills needed to negotiate the chalenges of being a part-

time member of an academic department at a CUNY college.

Can a GTF request a leave of absence from the fellowship?

Under norma circumstances, leaves of absence are not permitted. If aGTF becomesindigibleto
receive the GTF award (e.g., if the student fals below good standing academicdly or is not
registered full-time) or if the GTF decides not to teachin a given semester, he/she must resign from
thefdlowship. Theindividual is eligible to compete for another fellowship at a later date
The Graduate Center’ s GTF Program Coordinator will keep arecord of the lengthof service at the
time of the resgnation. For example, if aGTF hasdready served for one year of afdlowship, then
he/sheis digible to serve for two yearsin the “new” felowship.

The GTF program hasindituted a GTF emer gency leave policy. Under specia circumstances,
such as a persond or family medicd emergency, GTFs who have completed at leest ONE year as
a GTF/Graduate Assstant C may apply for a GTF emergency leave. The emergency leave isfor
onesemester onlyandisunpaid. The request for thisleave must be approved by the Associate
Provost and Dean for Academic Affars of The Graduate Center, the Executive Officer of the
GTF sdoctora program, the department chair at the CUNY college where the GTF is assigned
to teach, and the GTF program liason at that campus. Please contact the GTF Program
Coordinator for further detalls.

Can a GTF also teach as an adjunct?
See Specia Notes under GTF workload requirements on page 3.
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GTF Program College Liaisons

Senior Colleges

Baruch College: Associate Provost Barbara Lawrence
Brooklyn College: Dean Kathleen Gover

City College: Ms. Ledie Gadman

Hunter College: Acting Asociate Provost Miched Griffe
John Jay College: Provost Basil Wilson

Lehman College: Provost Anthony Garro

Medgar Evers College: Dean Thomas Edwards

New Y ork City Technicd College: Dean Annette Schaefer
Queens Callege: Interim Provost Evangelos Gizis
College of Staten Idand: Dean David Poddll

York College: Provost Edward Well

The Graduate Center: Ms. Anne Ellis

Community Colleges

Borough of Manhattan Community College: Vice Presdent Sadie Bragg
Bronx Community College: Dean Alice Fuller

Hostos Community College: Vice Presdent Daisy Cocco DiFilippis
Kingsborough Community College: Provost Stuart Suss

LaGuardia Community College: Vice Presdent John P. Bihn
Queensborough Community College: Dean Karen Stedle
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