Department of Biostatistics 
TA Job Duties Form

	Instructor name & email
	

	TA name & email
	

	Course #
	

	%FTE/hours per quarter
	

	Appointment Period
	


This job description will constitute the complete list of duties required of the TA and criteria for TA evaluation. If new duties are added, a new Job Duties form needs to be completed.
Duties required 

These duties may not exceed the %FTE listed above:

(
Grade homework assignments on the timeline communicated by the instructor (_____hrs/wk)
(
Create grader key on the timeline communicated by the instructor (_____hrs/wk) 

(
Create grader key for class on the timeline communicated by the instructor (_____hrs/wk)

(
Hold regular office hours as directed by the instructor (_____hrs/wk)

(
Maintain webpage for course materials as directed by the instructor (_____hrs/wk)

(
Other: ___________________________________________________________ (_____hrs/wk)

Additional duties

These duties can be done only if time allows:

(
Present lectures (_____hrs/wk)

(
Prepare handout materials (_____hrs/wk)

(
Other: ____________________________________________________________ (_____hrs/wk)

The student employee (ASE) will:
· Work the total of hours for that quarter (see above for number of hours required).

· Satisfactorily perform the job duties outlined in this form and those communicated by the instructor during the quarter.
· Adhere to the agreed-upon work schedule and request permission in advance for any absences.
· Respond to all instructor messages within 48 hours
· Clearly communicate in a timely manner with the instructor if there are any questions or concerns. If this does not resolve the issue the student will come to the Graduate Program in a timely manner.
The instructor will:
· Provide timely and clear communication with the student employee, including if the job performance is unsatisfactory. The communication will include: the issue(s) of concern, the change(s) needed, and a timeline for making the change(s).
· Contact the Graduate Program if there are any concerns about the student employee
NOTES:
1. If the student employee or instructor have any questions or concerns, please notify the Graduate Program within one week so that timely action may be taken. (Action may include mediation and, in severe cases, termination of the appointment.) 
2. It is recognized that, occasionally, a student employee may need to work more than the expected time during a week, but that extra time should be compensated by less time another week. This should be discussed and agreed to mutually by both the student employee and supervisor. If a student employee is spending more than the appointed amount of time (e.g., the 10 hours/week for a 25% position or 20 hours/week for a 50% position), the student employee is expected to tell the instructor or the Graduate Program. 

I verify that I have read and understood my appointment letter, this Job Duties Form and the Department of Biostatistics “Student Support Information & Resource List.” Furthermore, I accept the appointment listed above and agree to satisfactorily perform all of the duties and expectations listed on this form.

Student Signature: _________________________________________ Date: _______________
I have reviewed the duties listed above with the student employee and agree to perform the expected duties listed on this form.

Instructor Signature: _______________________________________ Date: _______________
