Teaching Assistant Employment Responsibilities – Summer 2005
1. No food or drinks are permitted in any teaching laboratory or help room.

2. Quizzes, lab reports, etc. are to be returned to the student at the next class period.

3. TAs are required to walk around the laboratory room and answer student questions.  TAs assigned to the help rooms should encourage students to work in groups at the tables and be available to answer student questions.

4. All computers and printing services are strictly limited to Physics and Astronomy assignments.  Printer paper is not to be used as scrap paper, use recycled paper.

5. TAs assigned to laboratories are required to be in the classroom 15 minutes before their scheduled laboratory class meeting.

6. TAs are to arrange for a substitute and notify the proper people if they are unable to meet their lab or attend scheduled help room hours.  If faced with an emergency, notify the proper people and they will make arrangements.
7. Students are NOT to be left unattended in any classroom or help room.  

8. If you experience trouble with computers or printers, notify the teaching computer support staff as soon as possible by calling and leaving a message, by e-mail and in an emergency use the pager number.  All numbers are located by the telephone.  The only exception is room 1240, notify the department computing staff.  If there is an equipment failure, notify the laboratory teaching support person.  The number is by the telephone.

9. TAs assigned to the help room must complete their LON-CAPA assignments before their shift begins.  
10. No reading e-mail, browsing the internet or working on personal homework when students are present.
11. When your shift ends:

a. log off of any student computer account left open

b. wipe down the whiteboards

c. pickup any newspapers, extra printouts, etc. and properly dispose of them

d. straighten displaced chairs and tables

e. turn off the lights

f. MAKE SURE THE ROOM IS LOCKED!
These responsibilities may be altered by the Chairperson or his/her representative to accommodate specific class requirements.  
I have read and understand my responsibilities as outlined in this document.

	sign your name
	

	print your name
	

	your student number
	

	today’s date
	

	What is your course assignment?
	


