Computer Science Undergraduate CS Lab Assistant Information
Lab Asst. Assignment Information
· Lab Assts should have at most 2 different courses to Lab Asst. for

· Lab Asst. minimum background 

· “A” in class they are Lab Assisting for and all previous CS lab classes in the sequence

· Experience beyond the class they are Lab Assisting for (Lab Asst. shouldn’t take class in one semester and Lab Asst. in the next, except floating Lab Asst.). CS/CIS majors have first priority

· NEW Lab Assts must have Recommendations from 2 CS instructors. Returning Lab Assts must have good recommendations from previous instructors they Lab Assisted for and from their latest CS lab course instructor (CS Dept will handle asking for these recommendations). Also, CS lab course instructors will include an optional question on the end of year course evaluation asking students to grade their lab Lab Asst.. 

Lab Asst. Administrative Information

· Paperwork & bi-weekly timesheets – See Ann McBroom (mcbroom@iit.edu) in CS dept. Pay starts at $8/hour with possible increases of $0.50/hour for more experience and/or higher level (3xx & 4xx) classes, up to a max $10/hour.

· Books – See Dawn DeBartolo (debartolo@iit.edu) in CS dept for loaner lab manuals.

· Mailboxes – All Lab Assts 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.

· Email – Please send your preferred email address to your instructor and to Matthew Bauer (matthew.bauer@iit.edu). It is your responsibility to check your email every day and respond promptly to students and your instructor(s).
· Office hours – Grading Lab Assts should have the following number of office hours per week.  CS100 - 0 office hours per lab assigned; CS105/CS115/CS116 - 1 office hour per lab assigned; CS201/CS331/CS350/CS351 - 2 office hours per lab assigned.

· Lab Asst. office hours should be day for day labs, evening for evening labs, should not conflict with lecture or lab, and should be held in a lab (preferably 108SB, see CS dept. for key). Lab Asst. Office hours should be sent to CS105 instructor for posting on CS105 WWW page so other instructors can link to it www.cs.iit.edu/~cs105/office.html
· Lab Asst. Meetings with instructor should be during week 1, 5, 10, 15
· Read email every workday and answer by the end of the next workday. Respond promptly to your instructor and attend all instructor meetings promptly. If instructors do not respond to Lab Asst. questions, Lab Asst. should notify korel@iit.edu or hood@iit.edu ASAP.
· Ethics – Lab Assts must inform their instructor of any knowledge they have of students copying labs or projects, or students having other students complete their labs or projects. Lab Assts themselves must be help to the highest ethical level and any improper behavior will result in immediate dismissal. 

· Missing Labs – Lab Assts are expected to attend ALL the labs in the semester, but we do recognize that sometimes there are emergencies. 

· Lab Assts must notify their instructor by phone and email at least 2 days before the lab time of an expected absence. The instructor can decide who is to find a substitute Lab Asst. and communicate this to the Lab Asst.. 

· If the absence is unexpected (sudden illness), then the Lab Asst. should contact a substitute Lab Asst. and notify the instructor (at least 4 hours or previous night if possible) of this absence and the actions taken to find a substitute Lab Asst.. 

· Substitute Lab Asst. should become floater Lab Asst. and assigned floater Lab Asst. should be grading Lab Asst. for that day since they already know students. 

· Three absences (expected or unexpected) and the Lab Asst. will be replaced. 

Information that Lab Assts (and instructors) should communicate to STUDENTS (should be on course WWW page too):

· Weekly labs complement the weekly lectures. The labs are designed to assist you in developing a more concrete understanding of the concepts introduced in lecture. In addition, they introduce some of the basic tools and techniques for editing, debugging, testing your programs. The labs also serve as a springboard for the programming project that you create later in the semester. You are required to attend each lab session. Your work is graded during your scheduled lab session. Make-up labs are NOT given. In the event of an illness that causes you to miss your lab session, it may be possible to see your Lab Asst., the same week, during his/her office hours to have your lab graded. The labs for this class are designed to give you practical experience with the material discussed in lecture. They are NOT intended to produce a high-pressure environment.

· Do not copy code. This cannot be emphasized enough. You will get a zero for the entire lab (or project) and you will be reported to your instructor and the CS department. Also, the objective of the labs is to prepare you for the exams – students that copy labs invariably fail exams and the class. Also, it is every student’s responsibility to delete your programs from the hard disk before you leave the lab.  
· Be on time to lab. This will make it easier to clear the lab of students that are not in the lab.  
· You must be able to explain your program to the Lab Asst. to receive full credit.
· Try to have as much of your code written before lab as possible. This gives you time to ask questions during office hours or by email. Most of you will NOT be able to get the later labs done in the time allotted for lab AND have time to get it graded.

· Write out your post-labs BEFORE asking the Lab Asst. to check your lab.  Verbal post-labs are not accepted.

· Visit your Lab Asst. during his/her office hours to have questions answered and to have lab assignments for the same week graded. 

· You must bring the lab assignment description (pages from the lab manual), completed "warm-up exercises", "test plans", "analyses", and a 3.5" disk containing your assigned programs to each lab session. Lab shell programs are available on the CD in the back of the Lab Manual and on the WWW.

· Some weeks in lab you may be given an extra In-Lab problem as you enter the lab. This extra problem will cover material from this or previous labs and must be completed by each student by the end of lab.

· Other weeks in lab there may not be any assigned labs but there may be a Lab Quiz or Exam, which you will be given 50 minutes to solve a problem by programming.

· Students should save their own copy of their lab grade sheet and verify each week their lab grades.

Grading Lab Assts
· Grading Lab Assts grade labs and lab quizzes/exams ONLY – no class exams. Grading Lab Assts should only grade students’ labs who are in the Lab Asst.’s assigned lab section. Grading Lab Assts can grade projects if informed at the beginning of the semester by the instructor of the weeks scheduled for project grading and the extra hours required and if the extra hours required are approved by CS dept. for payroll for the project grading weeks.  

· There should be communication (led by your instructor) between different grading lab Lab Assts for a course to ensure similar grading standards are being used.

· Grading Lab Assts should keep updated a lab grade sheet for all students and urge all students to keep their own copy and to review yours. Social Security numbers and Student Ids are not to be placed on grade sheets, and if computer files must be password protected (paper grade sheets should be kept safe also).

· In addition to the Lab Asst. responsibilities outlined here, your responsibilities may include the following for the two semesters preceding an Accreditation visit semester (Fall 2001 and Spring 2002 are such semesters). One Lab Asst. will be chosen by the instructor for each course to collect representative, graded lab assignments. Each week pick 3 (one "good" grade, one "average" grade, one "poor" grade) students' work (it does not always need to be the same students) and make copies of their graded programs for the labs assigned. It may be difficult to find a spread of good/average/poor lab assignments as the goal of the labs is for students to complete all the work correctly, so use your judgment and label good/average/poor based on coding elegance and standards, even if they all had similar grades. The lab assignments can be printed and grades written on the paper, or lab assignments can be stored on floppy disk with grades typed in comments. Theses graded materials should be turned in to your instructor at weeks 5, 10 & 15.
· There may be a small number of IIT/V students assigned to one of the grading Lab Assts. These students may ask questions via email or by calling 108 Stuart Building lab during your office hours. They will submit their labs via email for grading.

· Lab Asst.’s should be encouraged to identify students who are having difficulty (or missing labs) and notify instructors promptly.

· For access to 108 Stuart Building lab, see CS department. For access to 112I & 112J & 112K Stuart Building labs, see CNS Student Lab Assistants at the desk in 112 Stuart Building. 112E & 112F labs should be open. 

· To clear the lab, notify the CNS Student Lab Assistants at the desk in 112 Stuart Building. According to CNS, it is their responsibility to clear the labs before the lab time and they have a full-time non-student supervisor who can assist if necessary.

Floating (non-grading) Lab Assts
· Floating Lab Assts should move around and seek out people who need help.

· Floating Lab Assts should fill in for late/missing Grading Lab Assts.
· Lab Asst.’s should be encouraged to identify students who are having difficulty (or missing labs) and notify instructors promptly.

· For access to 108 Stuart Building lab, see CS department. For access to 112I & 112J & 112K Stuart Building labs, see CNS Student Lab Assistants at the desk in 112 Stuart Building. 112E & 112F labs should be open. 

· To clear the lab, notify the CNS Student Lab Assistants at the desk in 112 Stuart Building. According to CNS, it is their responsibility to clear the labs before the lab time and they have a full-time non-student supervisor who can assist if necessary.

