Teaching Assistant Procedures

Theprocedures fothe major tasks and components of your job as a Teaching Assistant in the Department
of Statistics and Actuarial Scieneae outlined below.

We recognize that you have other important responsibi#itigsir ovn studies. So remember that being a
TeachingAssistant is a patime job andt is your responsibility to carry it out responsibly!

At the start of your contract:

X Unless you have done so, you needltarfall necessary payroll form@.e. for bankng
institutions for if you are being appointed for the first time) and sign your contract

x  Pick up your course materials from Charlene BradbupuinGeneral Office.

x  Set your regular weekly office hours (telephone and/or online) as discussed with gee cour
instructorand let Charlene and the studekrisw about this

Clarify standards, expectatioaad evaluative criteria for your assignment.
Clarify policy regarding the use of tutors and others to assist students with their work.
Establish guidelines for the best use of your time.
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