Computer Science Graduate Teaching Assistant Information
· Books - TAs can see Dawn Debartolo in CS Dept., debartolo@iit.edu, regarding loaner books for courses.

· Compensation - Full TAs receive a tuition waiver and a stipend. You may contact Ann McBroom in CS Dept., mcbroom@iit.edu, about details of your compensation starting the 2nd week of the semester. A full TA is expected to work 20 hours/week and therefore cannot have any other on-campus job or any co-op position. Half TAs receive a lower tuition waiver and a lower stipend.

· Email – Please send your preferred email address for students to email you questions to your instructor. It is your responsibility to check your email every day and respond promptly to students and your instructor(s). 

· Ethics – TAs must inform their instructor of any knowledge they have of students copying any assignment for a course, or students having other students complete their assignments. TAs themselves must be help to the highest ethical level and any improper behavior will result in immediate dismissal.

· Mailboxes – All TAs have a mailbox assigned to them in the CS dept. (236 Stuart). It is your responsibility to check your mailbox at least once a week.

· Office hours – Establish and post reasonable office hours with your instructor’s approval. Your office hours and location must be given on the course www site and/or course blackboard site; your office hours should be posted prominently on your office door (or 108 Stuart lab if you use that for office hours). The location and times of office hours should match the location (Main campus or Rice) and times (day or evening) of the majority of students in the course (or both sites if necessary). Be present in your office for all posted office hours. For access to 108SB, see Brenda Murphy in the CS Dept. to sign out the key. 

· Payroll Forms - TAs can see Ann McBroom in CS Dept., mcbroom@iit.edu, regarding paperwork for payroll.

· Resources for Students – TAs should be aware of the following services for students, and refer students to these services when appropriate:

1. Academic Resource Center – Tutoring for undergraduate courses, mostly 100-, 200-, and 300- level.

2. Student Health Center

3. Counseling Center – Professional services to help students with academic, career and personal concerns.

4. Academic Advisors – If any undergraduate student is struggling, please notify Matthew Bauer, matthew.bauer@iit.edu, advisor for undergraduate CS majors.

· Treatment of Students – Be reasonable in dealing with students. Be patient, compassionate and courteous at all times. Treat students with a professional level of respect in all written and verbal communications.

