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POLICIES REGARDING MERIT AWARDS FOR GRADUATE SCHOOL STUDENTS

The following policies apply to Graduate School students receiving merit awards (i.e., assistantships [internal as well as funded by grants or outside agencies], fellowships, and tuition scholarships). In addition, students are to comply with the academic and financial policies stated on the Graduate School website at http://www.luc.edu/gradschool/. 
1.) Deadline for Acceptance of an Award. Each merit award letter includes a deadline by which the student is to formally notify the Graduate School of her/his decision regarding acceptance of the award. Award deadlines for incoming students are April 15, which conforms to the notification deadline set forth in the “Resolution Regarding Graduate Scholars, Fellows, Trainees, and Assistants” published by the Council of Graduate Schools (the full text is available at http://www.cgsnet.org/portals/0/pdf/CGSResolutionMarch2008.pdf.

2.) Formal Notification of Acceptance. In order to notify the Graduate School formally regarding acceptance of the award, the student must complete and return the notification form to the Graduate School by the applicable deadline (see item #1 above).

3.) Eligibility to hold a merit award. To be eligible to receive and to continue to hold a merit award, the student must: (a) be in good academic standing, (b) comply with the Graduate School’s standards of academic honesty and the university’s code of conduct, and (c) perform satisfactorily assigned assistantship duties. Additionally, assistantships, the Crown Fellowship, the Dean’s Fellowship, the DFI Fellowship, the Pre-Doctoral Teaching Scholars Award, the Advanced Doctoral Fellowship, and the Schmitt Fellowship are all considered full-time. Accordingly, recipients cannot hold outside employment during the academic year or, in the case of students holding a 12-month appointment, during the calendar year.  Students holding an academic year appointment are free to pursue employment opportunities during the summer months. Failure to fulfill these requirements may result in the immediate termination of the merit award.
4.)  Assistantship Responsibilities.  Assistantship duties are assigned by departmental, college, or school administrators.  Assistantships are to provide students with educational and professional benefits, enhancing their pedagogical, research, and/or administrative skills.  All assistantship activities must be supervised by appropriate faculty or staff.  Assistantship duties cannot exceed 20 hours per week. 
5.) FAFSA Requirements.  All students receiving any type of merit award (assistantship, fellowship, or tuition) are encouraged to file a Free Application for Federal Student Aid (FAFSA) at www.fafsa.ed.gov.  Loyola’s federal school code is 001710. Students anticipating enhancing their assistantship or fellowship support with loans must file a FAFSA.  For further information see www.luc.edu/finaid/graduate.shmtl. While there are no priority filing deadlines for graduate students, students should submit the FAFSA as early as possible.
6.) Restriction on Multiple Awards. The Graduate School does not permit students to hold simultaneously more than one full assistantship or fellowship.

7.) Courses Eligible for Coverage by a Tuition Scholarship. Only those courses that will count toward the fulfillment of graduate degree requirements are eligible for coverage by a Loyola tuition scholarship. In addition, the number of credit hours of tuition eligible for payment by a tuition scholarship is limited by the number of credit hours required of the student by the program. It is the student’s responsibility to register for and satisfactorily complete appropriate courses while receiving a tuition scholarship; the student is responsible for paying tuition for any courses not eligible for payment by the tuition scholarship. Additionally, tuition support will not be provided for course taken for audit. Recipients of tuition scholarships must register for classes no later than July 1.  The student should consult the Graduate School website at http://www.luc.edu/gradschool/, the program’s student handbook, and his/her academic advisor for detailed information on degree requirements.

8.) Tuition Bills. Although tuition scholarships pay for students’ tuition, students may receive a tuition bill from the University’s Office of the Bursar. If this should occur, please alert the Graduate School’s awards coordinator with a note requesting payment. Please note that tuition scholarships do not cover University student fees (e.g., the University Services and Programs, CTA U-Pass, Late Registration, and Late Payment fees).

9.) Health Insurance. Some awards come with health insurance coverage. This benefit is indicated in your award letter if it applies to you.  In order to make use of this award, you need to be registered no later than July 1.  The decision to opt out of this insurance needs to be made by October 1.  Please see the Bursar’s Office homepage (http://www.luc.edu/bursar/index.shtml) for further information about this process. This is not a decision that can be changed later in the year, so please review your health insurance options carefully as this is the only opportunity to make use of this portion of your award package.

10.) Tax-withholding forms. First-time assistantship stipend recipients must return to the Graduate School federal and state income-tax-withholding (W-4) forms by July 1. If you are receiving a fellowship and wish to have your taxes withheld from your fellowship payments, you also need to return to the Graduate School federal and state income-tax-withholding forms (W-4) by July 1. Please contact the Graduate School’s award coordinator at 773-508-7479 if you need these forms.  Failure to do so may result in a delay of the student’s stipend payment. (W-4 forms are required only for first-time assistantship stipend recipients; however, other students may file a new W-4 to effect a change in withholding.)
11.) Employment Eligibility Verification (Form I-9). An assistantship or fellowship award offer is subject to the recipient providing proof of employment eligibility as required by the U.S. Immigration and Naturalization Service.  Before the beginning of the term of one’s initial Graduate School award, the student is to bring a completed Form I-9 and the necessary documentation in person to the Graduate School (this requirement applies only to first-time assistantship stipend or fellowship recipients). Verification of employment eligibility is a federal legal requirement and failure to comply in a timely manner will result in a delay of the student’s eligibility to perform assistantship duties and receive a stipend and tuition scholarship.

12.) Social Security Number. A valid Social Security number is required for payment of stipends and fellowships. If you are an international student in F-1 or J-1 status, and do not yet have a Social Security Number, we recommend you visit the Office for International Programs at Loyola at least a week before classes begin. You will be registered in SEVIS and obtain the documents you need in order to apply for your Social Security Number. Although you can begin work related to your assistantship, Loyola cannot put you on payroll until you obtain a Social Security Number. 

13.) Identification Card. Teaching, research, and program assistants, as well as fellows, will receive an identification card at the beginning of the assistantship or fellowship term.  

14.) Direct Deposit. The university’s Office of Human Resources requires stipend recipients to participate in the direct-deposit payroll system. Please see the enclosed form for detailed information.

15.) Change of Address. Students are to notify the Graduate School as well as the university of a change of address. To ensure timely receipt of important mailings, the Graduate School recommends informing the awards coordinator of a change of address in addition to updating your address on Locus.

16.) Income Tax Information. Merit awards are taxable, even if no services are required of an award such as with fellowships. Non-duty fellowships (Crown, Schmitt, and DFI) are considered by the IRS as “non-qualified” fellowships.  They are taxable (per the Tax Reform Act of 1986) and reportable to the IRS as income on the recipient’s personal tax return.  According to IRS notice 87-31, the educational institution is not required under section 6041 to file a return of information (W-2 or 1099).  However, if you hold a fellowship, you can elect to have taxes withheld from your fellowship and, if so, will need to fill out a W-2 form. If you elect not to have your taxes withheld, you are required to report your fellowship income and you will have a tax liability.  The Graduate School advises students to review tax publications and forms of the U.S. Internal Revenue Service (www.irs.gov) and to consult the IRS or a tax specialist if one has questions regarding one’s potential tax liability.  For additional information see IRS Publication 970, Tax Benefits for Education (www.irs.gov/publications/p970).  
17.) Renewal of Merit Awards. Merit awards are for one academic year only. Contact your graduate program director for detailed information regarding renewal of awards. 

18.) Questions. Please note that the Graduate School website at http://www.luc.edu/gradschool/ contains important information regarding merit awards and academic policies. The Graduate School encourages students with questions regarding merit awards to contact their graduate program director. In addition, students with questions should feel free to contact the Graduate School’s awards coordinator at (773) 508-7479.
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