Grader and TA Responsibilities

1.
Establish contact with instructor within the first week after notified of assignment.  Give instructor your schedule and contact information, including an e-mail that can be put on the class web page/syllabus for student contact.  Check with instructor to see if there will be regular meetings.  There may also be special tasks, special homework grading instructions, or TA requirements that you may need to know.
2.
Keep track of the class.  Watch homework assignment due dates, and exam dates so that you know what is due and when.

3.
Pick up homework assignments in a timely manner.  Check regularly for late homework.

4.
Pick up the solutions set from instructor or from an agreed-upon location on the due date.  If the solution set is not available, remind instructor.

5.
Grade & return homework quickly (preferably within 1 week), especially before exams.  Graded homework should be returned to student mailboxes (if applicable) or to students themselves.

6.
Establish and keep office hours as requested by instructor.  This time is for answering student questions and for returning graded homework that you were not able to put in the student’s mailbox.  You should ask for an ID from any student that you don’t personally know.  Give papers out only to the person whose name is on the paper.  Your office hours should not overlap any labs or any other TA’s office hours.

7.
Record grades on paper and/or in a spreadsheet.  You must keep scores confidential and you must keep more than one copy in case a copy gets lost.

8.
See instructor on exam days (including final) to find out any special instructions that may be needed by the instructor.  Be prepared to grade the exam quickly.  Talk to instructor about the grading procedures before you begin grading.  

9.
Finish all grading and give instructor all scores within 3 days of the final.

