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Graduate Teaching Assistant Agreement
(Description of TA Duties and Allocation of Hours Form) 

Term: _______________________________________ 

Course Code: _________________________________ 

Name of TA: ______________________________ 

TA supervisor: __________________________

Task
(select from dropdown or type)

Description 
Mandatory, 

Recommended, 
or Optional 

Estimated 
Hours 

Revised 
Hours 

(if applicable)

Estimated 
Total Hours 

General Expectations (Default fields may be modified as needed, at least in Acrobat)

Expectation Type Description 

Relevant Dates and Deadlines 
• It is the TA’s responsibility to consult the course outline for any relevant dates not listed below.
• The date of a final exam may not be known at the start of term. It is the TA’s responsibility to consult the final exam schedule for this 

information.Assessment Type Details

Pool proctoring Proctoring a midterm or exam for another course as assigned by MUO Mandatory
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One TA unit averages 5 hours of work per week for a total of 80 hours per academic term. Of the 80 hours, 76.5 hours is 
dedicated to the majority of TA duties and the remainder (3.5 hours) is dedicated to pool proctoring (please see 
below 4.6.1.Math Faculty Pool Proctoring). In general, the duties will not be distributed uniformly throughout the term and 
a TA’s responsibility will vary widely between student, course, instructor, unit, etc. 

As per Policy 30, the following elements shall be contained in this Agreement:
• Expectations regarding class attendance;
• Expectations regarding delivering course content during regular course meetings;
• Expectations regarding exam proctoring – including midterm(s) and finals;
• An estimate of the number of elements that require marking, the extent and type of feedback to be provided, and 

the timeframe for completing the marking and communicating results to students;
• Expectations for the timeliness of email responses, in-person communications, posting to discussion boards on e-

platforms, etc.;
• Expectations regarding meetings with the Instructor – frequency and duration of communications; and
• Expectations around confidentiality and professional conduct.

The following elements are recommended for inclusion in the Agreement, as applicable to the nature of the course being 
delivered.

• Expectations regarding leading or participating in tutorials – roles, number and duration;
• Expectations regarding leading or attending labs – roles, number and duration;
• Expectations regarding populating and monitoring online learning platforms – roles and responsibilities;
• Expectations regarding supporting the Instructor in the development of assignments – solving/confirming/

generating solutions;
• Expectations regarding participation in field work or experiential learning support including timing and hazards; 

and
• Other duties in support of the department/unit.

Your CMAHRO TA online training module on Harassment and Discrimination and quiz is part of your 76.5 hours and 
only needs to be completed once in your academic career here at the University of Waterloo. Time needed to learn 
course material is not included in these hours unless otherwise stated by your instructor. TA duties begin on the first day 
of classes and ends when the grades for the course have been submitted, where TAs are expected to be available 
during the entirety of this time period. 

The content of this agreement may change when necessary. An instructor may for instance need to reassign tasks as 
the term progress amongst the course staff. It is good practice for a TA to keep track of the time worked, and to inform 
the TA supervisor if there is risk of TAing beyond their 76.5 hours per TA unit.

The University is committed to allow difficult conversations to take place safely and with support, due process. See 
Policy 30.

 __________________________________  
Signature  

 __________________________________  

______________________________ 
Prepared by (course staff) 

______________________________ 
Accepted by (Teaching Assistant)    Signature  

 ________________________________ 
   Date

 ________________________________ 
 Date 

Mid Course Review Changes (optional) 

________________________________  ____________________________________  _____________________________ 
Prepared by (Instructor’s Signature)   Accepted by (Teaching Assistant’s Signature)   Date 

https://uwaterloo.ca/math/current-graduate-students/mathematics-graduate-teaching-assistant#TA4-6-1
https://uwaterloo.ca/secretariat/policies-procedures-guidelines/policies/policy-30-employment-graduate-student-teaching-assistants
https://uwaterloo.ca/secretariat/policies-procedures-guidelines/policies/policy-30-employment-graduate-student-teaching-assistants

	Term: 
	Course Code: 
	DescriptionRow1: 
	Estimated HoursRow1: 
	Revised Hours if applicableRow1: 
	DescriptionRow2: 
	Estimated HoursRow2: 
	Revised Hours if applicableRow2: 
	DescriptionRow3: 
	Estimated HoursRow3: 
	Revised Hours if applicableRow3: 
	DescriptionRow4: 
	Estimated HoursRow4: 
	Revised Hours if applicableRow4: 
	DescriptionRow5: 
	Estimated HoursRow5: 
	Revised Hours if applicableRow5: 
	DescriptionRow6: 
	Estimated HoursRow6: 
	Revised Hours if applicableRow6: 
	DescriptionRow7: 
	Estimated HoursRow7: 
	Revised Hours if applicableRow7: 
	DescriptionRow8: 
	Estimated HoursRow8: 
	Revised Hours if applicableRow8: 
	DescriptionRow9: 
	Estimated HoursRow9: 
	Revised Hours if applicableRow9: 
	DescriptionRow10: 
	Estimated HoursRow10: 
	Revised Hours if applicableRow10: 
	DescriptionRow11: 
	Estimated HoursRow11: 
	Revised Hours if applicableRow11: 
	DescriptionRow12: 
	Estimated HoursRow12: 
	Revised Hours if applicableRow12: 
	Estimated HoursRow13: 3.5
	Revised Hours if applicableRow13: 
	Total Hours: 
	DescriptionRow1_2: Hold confidential any and all student information as outlined in Policy 46.
	DescriptionRow2_2: Conduct oneself respectfully and professionally in all interactions with students, faculty, and staff.
	DescriptionRow3_2: Inform instructors as soon as possible in the event of an absence and, if possible, arrange a replacement.
	DescriptionRow4_2: 
	DescriptionRow5_2: 
	DescriptionRow6_2: 
	DescriptionRow7_2: 
	DatesRow1: 
	DatesRow2: 
	DatesRow3: 
	DatesRow4: 
	DatesRow5: 
	DatesRow6: 
	DatesRow7: 
	Prepared by Instructor: 
	Accepted by Teaching Assistant: 
	Date: 
	Date_2: 
	Date_3: 
	Dropdown30: [ ]
	Dropdown31: [ ]
	Dropdown32: [ ]
	Dropdown33: [ ]
	Dropdown34: [ ]
	Dropdown35: [ ]
	Dropdown36: [ ]
	Dropdown37: [ ]
	Dropdown38: [ ]
	Dropdown39: [ ]
	Dropdown40: [ ]
	Dropdown42: [ ]
	Dropdown43: [ ]
	Dropdown44: [ ]
	Dropdown45: [ ]
	Dropdown46: [ ]
	Dropdown47: [ ]
	Dropdown48: [ ]
	Dropdown49: [ ]
	Dropdown50: [ ]
	Dropdown52: [ ]
	Dropdown51: [ ]
	Dropdown53: [ ]
	TotalRevised: 
	Dropdown55: [Confidentiality]
	Dropdown56: [Professionalism]
	Dropdown57: [Absence from duties]
	Dropdown58: [ ]
	Dropdown59: [ ]
	Dropdown60: [ ]
	Dropdown61: [ ]
	Dropdown62: [ ]
	Dropdown63: [ ]
	Dropdown64: [ ]
	Dropdown65: [ ]
	Dropdown66: [ ]
	Dropdown67: [ ]
	Dropdown68: [ ]
	Dropdown29: [[Select/type]]
	Name of TA: 
	TA coordinator: 


