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Progressive Schedule | Administrative Procedure
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One month before the | The department office publicizes a notice of Teaching
beginning of the Assistants Wanted.
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The department office estimates the number of students

required to enroll in the course of Teaching Practicum (1) or
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The instructor provides information on the courses that

require teaching assistants, specifying the number of

teaching assistants required, job responsibilities, number of

hours, required knowledge or qualifications, what is to be

acquired by them, the required number of non-first-year

graduate students, and the roster of the upper-class students

(those with experience).
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The department office will inform all faculty members and

students of the required number of teaching assistants with a

list of assignment priority compiled on the basis of the

number of students and the order of priority as follows:

1. Required courses

2. Designated elective courses (such as a guaranteed
assignment to an externally-employed instructor)

3. Other needs (such as administrative teaching assistant or




an elective course with a large number of enrolled
students)
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Two weeks before the
beginning of the
semester
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Private assignment negotiation between a student and the
instructor:

A student may consult with the instructor personally to be
assigned as a TA, or both of them may negotiate an
assignment. This mutually-agreed assignment should be
registered in advance with the department office.
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Apart from the agreed assignments, the department office
will complete the assignments of the other students through
an open lot-drawing process.
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Within the week before
the beginning of the
semester
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Private assignment negotiations or exchanges may be
conducted, and the department office shall be informed of
the results.
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The first meeting of the
Department Affairs
Council in the semester
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All assignments shall be finalized and approved by the
Department Affairs Council.




