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Regulations on Responsibilities for TA of TBSI

The regulations are established according to the Regulations on the Management of
Postgraduate Teaching Assistants, Research Assistants and Management Assistants of
Tsinghua — Berkeley Shenzhen Institute (Trial) and relevant management provisions
to further normalize the management of teaching assistants and effectively allocate

teaching resources.

Job responsibilities:

Each teaching assistant shall confirm the class periods, instructions and
courseware with relevant lecturer in advance and make appointments for testing
remote teaching equipment. If the lecturer fails to respond the email within two
days, the teaching assistant shall promptly report it to relevant personnel of the
teaching office.

The teaching assistant for remote teaching shall arrive at relevant classroom 30
minutes in advance and auxiliary work such as making relevant equipment ready
shall be finished 30 minutes prior to the beginning of relevant lecturing. The
teaching assistant for on-site teaching shall arrive at relevant classroom 15
minutes in advance.

A sign-in must be made for each lecture and the attendance of students shall be
promptly reported to the teaching office. In case any student has been absent
frequently, relevant conditions shall be reported to the teaching office promptly.
Each teaching assistant shall assist relevant lecturer to give instructions, prepare
courseware, answer questions during and after classes, go over assignments, and
organize examinations.

The teaching assistant shall switch on/off recording equipment, check the quality
of recorded course videos, and promptly report any problem arising from relevant
video.

The teaching assistant shall assist relevant lecturer to inform students about
relevant teaching information and class swapping information and guarantee that
each of relevant students has received such information.

The teaching assistant shall be familiar with teaching progress as well as students’
learning requirements and conditions and promptly report these to relevant
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lecturer.

Attending lectures. When performing remote teaching, the communication
between relevant lecturer and students shall be available to deliver information
effectively.

At the beginning of relevant course, the teaching assistant shall ask relevant
lecturer about the form for final exam. Such form shall be informed to each
student involved two weeks before the completion of the course.

After the completion of the course, the teaching assistant shall copy relevant
on-site picture recording to the special computer of corresponding school.

Assessment indicators:

Asking for leave. In general, the teaching assistant shall not ask for leave
during the class periods of relevant course. In case of any special circumstance,
it shall tell relevant lecturer to ask for leave in written form one week in advance,
and the written request for leave shall be submitted to the teaching office two
days before the lecture after obtaining the consent from the lecturer. In principle,
the frequency of asking for leave each semester shall be no more than one time.
50% of allowance will be deducted if the frequency of asking for leave is less
than three times. The qualification of teaching assistant will be cancelled and no
teaching assistant allowance will be granted if the frequency is more than three
times.

Being late. In principle, the teaching assistant shall not be late other than any late
arrival due to force majeure. The teaching assistant allowance for one lecture will
be deducted if one late arrival occurs. 50% of allowance will be deducted if two
late arrivals occur. The qualification of teaching assistant will be cancelled and no
teaching assistant allowance will be granted if five late arrivals occur.
Absenteeism. If one time of absenteeism for no reason occurs, the qualification
of teaching assistant will be cancelled and no teaching assistant allowance will be
granted. It will be deemed as absenteeism if the teaching assistant finds a
substitute without asking for leave.

Dismissal and evaluation of teaching accidents:

In case negative consequences are caused because normal teaching order,
teaching process and teaching quality are affected as a result of the direct or
indirect responsibility of any teaching assistant, all these consequences and
influences belong to teaching accidents. After any teaching accident, TBSI will
handle it as per the Regulations of Tsinghua University on Handling Teaching
Accidents.

In case slight negative impacts are caused within a short period and a small
scope because normal teaching order, teaching process and teaching quality
are affected due to late arrival or absenteeism, such negative impacts belong
to general teaching accidents. For general teaching accidents, the organization



for the responsible person shall circulate a notice of criticism and deduct relevant
allowance.

In case teaching process or teaching order is seriously affected due to
unavailable guarantees of teaching environment and conditions such as
classroom, electrified education equipment, network and information system,
such problems belong to major teaching accidents. For any major teaching
accident, the teaching department of the university will circulate a notice of
criticism in the university.



