Fall 2012 SSC 328M TA & UGTA Responsibilities

Graduate TA
Each course has a graduate TA who is responsible for overseeing the successful implementation of the labs, managing the timely and accurate grading of all assignments, and supporting communication between the students and the instructor.  The specific responsibilities of the graduate TA are:

Class Attendance
1) Attend lecture at least once a week.  Assist instructor as needed.
2) Be present in class on the day of exams.
3) Help proctor the final exam.

Office Hours
1) Each TA will hold three hours of office each week, where two hours are scheduled and one hour could be by appointment.
2) Discuss any requests for student re-grades and direct dissatisfied students to the instructor.

Labs
1) Each TA will teach three one-hour R-labs each week.
2) Ensure that UGTAs are participating effectively in the lab, provide guidance as needed.

Weekly Canvas Duties
1) Pre-lab: Make the pre-lab assessment available to students at least one week before the lab for that assessment.
2) Homework: Post Homework every Monday by 5pm, the week before it is due. 
3) Post the previous week’s lab grades and HW grades at most one week after they are turned in. Lab grades would need to be obtained from the Lab Canvas site.
4) Post the week’s HW solutions each Wednesday by 5pm.

UGTA Management
1) Hold a weekly UGTA meeting to review grading keys, rubrics and discuss student progress. 
2) Set deadlines for UGTAs to grade the weekly HW and Labs.  Ensure these are met.
3) Check HW and Lab grading to ensure accuracy and consistency.  Regrade as needed.

Grading:   
1) Grade the in-class exams and post grades by the requested deadline.

2) Keep track of teams and exam bonus points and enter into Canvas gradebook. 
2) Grade projects and post grades by requested deadline.
3) Grade and record upgrade points as requested.
Undergraduate TA
There is one UGTA assigned to each lab section to provide direct support to the graduate TA, coach students during lab, and grade the weekly lab and homework assignments.   The specific requirements of the 10-hr UGTA position are:

Lab Prep (1-2 hrs)

1) Attend group meeting with your TA each week.

2) Work through the lab assignment in Canvas prior to attending group meeting. 
3) Download the lab and HW solutions and rubrics from Canvas.


Lab (1 hr)

Assist students as they work through their labs.  Ask good questions, help them with R difficulties.


Grading (3-5 hrs)

1) Grade your students’ labs (in Canvas) and HW, using the rubrics.  Complete by the deadline.

2) If grading problems are discovered, re-grade assignments as per TA’s instructions.


Class Attendance (1 hr)

1) Attend one class lecture each week.

2) Attend class on unit exam days to help proctor. 

Exam Review (1-2 hrs) (optional)
Prior to each exam, host a 1-hr review session for students.  We will provide a worksheet, so this will be a guided exercise through practice problems.  Participation is optional but encouraged.  If you do host an exam review, it will be mandatory that you work through the exercises prior to the review session.
