Division of Gerontology

GRA/Predoctoral and Postdoctoral Policies

Commitments:  Yours and Ours 

A 20-hour/week commitment is expected from all full-time GRA/predoctoral fellow in exchange for a full-time stipend, tuition remission, and student-only health insurance.  GRAs/pre-docs are not eligible for additional awards that include a work component and are not permitted to concurrently hold another job either on or off campus.   

A 40-hour/week commitment is expected from all full-time postdoctoral fellows in exchange for a full-time stipend, tuition remission, and student-only health insurance.   Moonlighting, provided that there are no federal restrictions governing your appointment, requires prior approval by the faculty mentor and the program director.
Vacation Time

All GRAs/Pre-docs and Post-docs with 12-month appointments will be allowed time away from their duties during the course of their appointment.  A 12-month appointment carries with it the expectation the student will be allowed 40 hours of leave. This time must be taken during the current appointment and cannot be accrued or carried over. 

All vacation time must be requested at least 3 weeks prior to the vacation and the student must receive approval from his/her supervisor.

The University allows GRAs/pre- and postdoctoral fellows to receive the following holidays:

· Labor Day

· Thanksgiving (Thursday and Friday)

· Winter Break Dec. 25 - January 2

· Martin Luther King Jr.'s Birthday

· Spring Break (dates vary from year to year)

· Memorial Day

· Independence Day (July 4th)

Please discuss holiday leave with your GRA supervisor to determine if holidays need to be covered. If a GRA must work a holiday then that time may be taken at a later date.

Time between semesters is considered an active part of the training period.

Sick Leave

Sick time should be supported collegially, up to 40 hours (T32 stipulates 15 days) per year for the current appointment. After 4 consecutive sick days the student must submit a doctor’s note.  If you are sick please call your GRA supervisor and inform him/her that you will not be in due to illness. 

Inclement Weather

For UMB:  Listen to WBAL 1090 AM or call 410-706-UMAB (8622) for the latest, most reliable, information on campus closings.  

If a campus is closed due to inclement weather, a GRA/pre-doc is not expected to come to campus that day. However, GRAs/pre-docs are still expected to complete their assigned work on time. (Note: In some cases, work can be completed at home).

GRAs/Fellows that perform activities related to field work, in the field and/or see patients should know under what conditions it would be appropriate to cancel appointments.  Tasks and targets associated with research projects are based on a study’s timeline and, in some cases, a campus closing may not justify the cancellation of an appointment.  Please discuss the inclement weather policy with your assistantship supervisor(s) before the winter season.  
Activity Logs

All GRAs/pre- and postdoctoral fellows are expected to maintain an activity log, which is to be submitted electronically biweekly to your supervisor and Justine Golden (see the attached calendar for due dates).  The logs should reflect the number of hours spent on each activity each day.  (See attached Activity Log for example.)  

Your work schedule will be determined by you and your supervisor. You do not set your schedule.

Email

All pre-doc and post-docs MUST use a umaryland account for their work on campus. 

Your Umaryland account cannot be forwarded to a personal account. You may, however, forward your personal account to your umaryland account.

Saving work on the computer

C drive.  We strongly advise against saving data and files on the computer’s hard drive (C drive).  Workstations are not equipped with tape backups; data/files are usually not recoverable.  

I drive. The I drive has shared folders that an entire group (faculty, staff, students) can access.  Research data and files are stored here.  Do not save personal work on this drive.  GRA/Post-doc work must be saved here.  Pre-docs/post-docs working on grants in the Department of Epidemiology will have access to necessary folders.
**Non-mission based software (eg., Kazaa, AOL, etc.) and programs (eg., Webshots, Arcade, etc.) are not permitted on any university-owned computer.   Downloading and/or installing these types of programs may result in the termination of access and personal liability for the costs associated with technical support to remove these files and/or resolve computer conflicts associated with these programs.   The School of Medicine can shut you down. We have no say over their decisions.
No non-university laptops may be attached to the LAN.  You will have to use a university computer for web searches. All work performed for your GRA/fellowship is best done on a university computer. 

Restarting at night
Be sure to RESTART your office computers each night.  Do NOT log off or shut down.

Turn of your monitor every day.
Photocopying and Printing

GRA’s/Fellow’s must use the library copiers for all personal copying.  You use your UMB1 card as a copy card.
Project-specific copying can be done on a division copier.  Project copy codes are to be used for research-related copying and should not be used for personal copying (this includes coursework).   This is an honor system.

Professionalism

All GRAs/pre- and postdoctoral fellows are expected to conduct themselves in a manner that befits a professional work environment.  This includes professional appearance, language, expectations, and interactions. You should arrive prepared and on time to all appointments and meetings.  Sexual harassment and discrimination are not tolerated and are grounds for immediate dismissal.   

This is a research environment with many levels of highly competent staff that take their work and time very seriously.  Your future success will depend, in part, on your ability to effectively interact with and learn from those around you.  

Confidentiality and HIPAA Regulations

Be sure to discuss confidentiality practices and HIPAA testing with your GRA/Fellowship supervisor.  When working with patients or data on a project strict confidentiality must be adhered to.  In addition, the university requires that everyone working on a project must pass certain educational tests to assure proper handling of documentation.

CITI training must be completed every 2 years.
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