Instructor - TA Expectations Worksheet
Instructor and TAs in all CBE classes are requested to discuss TA duties and expectations at the beginning of the semester and to indicate their agreement on this worksheet. 

TAs in CBE normally hold a 33% appointment over 4.5 months. The expectation is that the accumulated workload over the course of the semester shall not exceed 240 hours. Since TAs are engaged in professional activities, some fluctuation in the hours worked per week and the total hours worked can be expected. TAs can expect that their work responsibilities will generally begin one week prior to the start of the semester and be completed one week after the final exam or other final course assignment. Further policy regarding TA duties can be found in the Graduate Assistantship Policy and Procedures.

Course: _________________________________
Instructor Name: __________________________	Signature: _____________________________
TA Name: ________________________________	Signature: _____________________________
Date: ____________________________________
	TA Duties 
	Total hours (est)

	Attend TA training 
	

	Attend lectures (___ hr/week) 
	

	Discussion sections 
- prepare materials 
- teach (___ sections/week) 
	

	Hold office hours (___hr/week) 
	

	Respond to emails and other student requests 
	

	Maintain course webpage, course files and/or grading sheets 
	

	Homework 
-prepare homework assignments 
-prepare homework solutions 
-grade homework 
-supervise paper graders 
	

	Midterm exams 
-prepare exam questions 
-prepare exam solutions 
-proctor exams 
-grade exams 
	

	Projects 
-prepare project assignment 
-meet with student teams 
-grade projects 
	

	Laboratories 
-prepare experimental materials and setup equipment 
-prepare and deliver pre-lab instruction 
-supervise students in laboratory 
-grade lab reports 
	

	Final exam 
-prepare exam questions 
-prepare exam solutions 
-proctor exam 
-grade exams 
	

	Other (specify) 
	

	Other (specify) 
	

	Total
	



