Supplemental Description of Duties – Teaching Assistant
Course number and section: 	___________________________________________
Supervisor:			___________________________________________
Graduate assistant:		___________________________________________
Course meeting times:		___________________________________________
Course location:		___________________________________________
Maximum number of students
per section			___________________________________________
The items checked below describe the duties that are required as part of this assistantship.
_____	Attend lectures
_____	Present _____ lectures
_____	Instruct _____ sections/labs per week
_____	Preparation
_____	Hold _____ office hours per week
_____	Supervision/TA meeting _____ hours per week
_____	Read and evaluate _____ papers per student
_____	Grade _____ exams. Specify proportion of grading if not 100% ___________________________
_____	Prepare drafts of narrative evaluations and/or make grade recommendations for students in TA section or lab
_____	Provide individual and/or group tutoring
_____	Maintain/submit student records (e.g., grades)
_____	Complete required TA training
_____	Perform other class-related duties described here as assigned. ___________________________
	______________________________________________________________________________

Teaching assistant signature:	___________________________________________________________
Supervisor signature:		___________________________________________________________
Date:				___________________________________________________________

*By signing this document, the teaching assistant acknowledges that international students holding an F-1 or J-1 visa will not work more than 20 hours per week when classes are in session.
