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WISE TA Management Ordinance
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T sk WISE U B, RUES I H 207 5o, Rl ATV BLA B, 5 2R 20 B BN DA

45, HRPIT . In order to strengthen WISE teaching management and maintain the teaching quality
at WISE, the following regulations are formulated. Teaching assistants (TAs) should read these
regulations carefully and follow accordingly.

—f&E N General policies

Fef e WISE BREIs/EMIRFEE A RIS, [N, 0 B PR T A 4 B i R b i 32 240 )
WA, SIS AR S A s EM B TAEXE M. High quality teaching is the key to
the successful operation and sustainable development of WISE. As the work of a TA is a major
auxiliary part of the teaching process, TAs should attach great importance to the TA work.

Bh#H A RAFAIERE J) s A2 B O an s, A TAERS T8, RAINERE, 7535 0Jf
BRI AEA BB Z T /. TAs must be helpful to students, treat students patiently, work
meticulously and possess a strong work ethic, a strong sense of responsibility and good
communication skills.

SR Bh L FTOE AR 15 /N, TAR R URERH UMER BN e ERIRIEPPT P41 /DI, 2
Jif ST VR 2%, BhBCE DR BURPPT) « WHgt (3 /NI« LB RIS (578D R CF
B15 AN L FRE (2 DD L B BUmERS AR R OREARREUN I A fHE S A4 e
spl A (e BEES H JIRAAEE ). Each TA is expected to work 15 hours per week. TA
responsibilities may include: preparing slides based on the materials provided by the course
instructor, attending class, grading homework and examination papers, giving a review class (1.5
hours), offering office hours for individual consultation (2 hours), helping the course instructor to
prepare answers for homework, keeping a record of student’s class attendance and additional
duties as required by the course instructor. (Note that the office hours for individual consultation
should be offered in addition to the review class.)

oA P TAE S I WA T AT, AFEERTE R BUTRWISE JpA %, 3 8HHE S
J7a]$dT. TAs cannot be absent from duty without permission. Application for leave should be
made to the course instructor and the WISE office in advance.

T Involvement in the teaching process

5.

6.

BhH LI OB N A B P S8 ORRE B HE A AT . AEIEATTAT— M, BAERBUTHA G AT TR
FERIAE b AR 2, BN R 2 2B A SO I SR 2 BN S T4 . Each TA should check with
the course instructor about the textbook required. Students should be informed of any required
textbooks or materials as well as information on how to acquire these resources one week prior to
the new semester.
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10.

11.

12.

13.

IR B 22 A0, T A5 BT U2 T fkUE . TAs should help course instructor prepare slides (PPT),
upload the slides to the designated website (if required) and inform students. TAs should get
permissions from the course instructor before providing any course related materials to students.

B R LR T, BhELLAERAT 10 22 BP3 A, M a S Bol G, B8,
FHEE) JEBHER T4 ) TAEIEH - TAs should arrive at the classroom 10 minutes prior to the start
of class and make sure that the teaching facilities (e.g. computer, projector, microphone, white
board pen) work properly.

B2 2 B T T ERFRERPE TR, A TTAIC A TR ARE B B0 380 R R) DA R 22 A4 1
TAs should attend every class, record the start time, the end time of every class and record
students’ class attendance.

FEATURAE L RIS T) (1 3 5 75 S M IR 75 45 N I H A DT I 207 A1 LU B I A 3 AT . IRFR AR
SRR AT AR, WEERPIRIE DL, WA E R TR Z AR S 45 2 Bt o ATATURAEN )L M s AR 5
THOUARE SIS 4 2 B, R IWISE Bl 208 3149 4b 115 1% 27 1911000 7c B B8 .- Any
classroom change or class time change should be reported to the corresponding program
coordinator. Such changes normally should be reported well in advance. Any change must be
reported to WISE at least before the timetable changes. Failure to do so will lead to a 1000RMB
deduction from the TA’s salary.

1y 226 5 R ) A 30 TR R AR R B — 2 5 2% 42 &8 . TAs should communicate with students and
course instructor during class breaks.

W75 H1 SRR A AL b, I LA B M AE 2 A Mh 35 5 (o B B s AR RS A i),
S AT RN A WISE 7523 % et AR SR SR s G 00, 3230 35 B B Al v 59 M s st Jo 1) 27 7
TAs should collect and grade students’ homework, provide the answers for homework, report the
students’ performances to the course instructor in a timely manner and proactively assist students
who fall behind academically with their study.

W5 B JE A — IR SRR BE (2 /NI, BRI TR R T A2 2 WL T 2 4« TAs must offer
two contact hours every week. The schedule should be provided in the first week of the semester.

BhHAE R A . A AIQQ REAE TR, fRFF S/, AL RAUN. WISE 732 %1t ,
SRR B4 H 22 2R 5 )15 0L, R BT IRZBUMFIWISE J3 A% . TAs should keep in touch
with students, course instructor and WISE office via email, phone or QQ. TAs should pay attention
to the student’s performance or problems and provide feedback to course instructor and in a timely
manner.

%4 TAE Examination related work

14.

W5 TAE N A — 5 R %5 M G5 %% TR, Bkl %5 )G, LK RGES: th
WAEIRZOHHESON P AR RS, ORUEHE P A I 2 1E A3 AR B bR it AT PR BT 6E

R S R SAT R Z T R =8 A e i8S haiE. . TAs should supervise the examination with
the course instructor and seal the examination papers after the exam. TAs should help the course

instructor grade mid-term and final exam papers fairly by adhering strictly to the relevant grading
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15.

16.

17.

18.

criteria. The right of grading policy lies solely with the course instructor; the TA does not have any
authority to decide how grade will be given to the students or change the grading scheme without
the consent of the instructor.

W F IR B AR ARG H R E AR, ISR 48— B2 WISE A=, i)
BTS2 A R G 8 s BT 9T 4E 248 . TAs should keep the study materials, homework and
exam papers during the semester and help the instructor to submit them to the corresponding
program coordinator at the end of the semester. TAs should help the course instructor to enter
exam results to the system.

WISE it 8 -t B 20t 42 B 1 DR 2T 9 A e A S g 3R AT ARG B, FAR A0 HE . BIFFE ARk
G CRPRONARTIED « TR HE I IR FH IR S R . WIEFUERE R G 4T ENE HUIN%E 7, ik
Ly BEA. B MEHOIRAS I A A 2= 45 ) — B 2 8. TAs of WISE MA/PHD program courses
should provide course documents as required by the Graduate School, including: transcripts (both
soft and hard copy), XMU exam invigilation report, grade sheets printed from the Graduate School
System and signed by the course instructor, exam papers and answer sheets. All these
documents should be submitted within one week from the end of the semester.

BT NG A, A5 s 525 A O N 2, PRAEVS S5 B A A BT 22 421« TAs must not
reveal exam-related contents to students.

JT A 5 R T ML IRIAWISEZUE I A =, WISEZUE I A S AT — ML FFf €
FNAA R, WA AT IR N A S BB GES NI 2, Rl — A TAE HHIEWISEZ 2 /5 v %5 11
i) &5 HWISEZ 22 I N = 80— i3 . All examination arrangements should be submitted to the
WISE teaching office two weeks in advance of the exam date. WISE teaching office must arrange
the invigilators a week before the exam. An invigilator may request a leave of absence from the
exam due to extenuating circumstances such as a medical emergency, time conflicts with his/her
own exams, etc. Any such request must be made to the WISE teaching office at least 3 working
days in advance. Only after receiving approval from the WISE teaching office may an invigilator be
absent from the exam. Approval may be conditional on finding a suitable replacement invigilator.

TAEM 5224€ Evaluation

19.

20.

MR AR B VP MR IR BON S B W, WISE RN IPR PP e IR LT B2, e ool S8t & W i 1 ik
AR, RN S8 T @MY A B EORAA R IWISE SR 5ETAE (A S it
ANNFTEREBE LAE XA S . WISE FHHHE R A BT BR 4> 1%t . The feedback from
students and the course instructor will produce Excellent TAs every semester. TAs with
outstanding performance will receive a Best TA Award and a material reward. Part of a TA's salary
will be deducted if the TA fails to complete their TA tasks as required.

Bh# T8 A UL LRSS 52 iz JG K. The TA's salary will be paid after the completion of the TA
work.
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