Teaching Assistant Allocation Request Form

	Name of Coordinator
	

	Name of TA
	

	Address of TA (if external)
	

	Course Code and Title
	


Semester when work is to be undertaken:               1                     2	      Summer            





TA to repeat teaching in both Semesters1?:         Yes                   No


	TA Work
	Number of Hours per week9 
	Total Number of Hours
	
	Marking Tasks7
	Number 
of Scripts

	Briefing Session
	
	 
	
	Multiple Choice
	 

	Lecture Attendance
	
	 
	
	Coursework (1500 word limit)
	 

	Office Hours
	
	 
	
	Coursework (2000 word limit)
	 

	Administration
	
	 
	
	Coursework (2500 word limit)
	 

	Initial Seminar Hours2
	
	 
	
	Coursework (3000 word limit)
	 

	Repeat Seminar Hours3
	
	 
	
	Coursework (5000 word limit)
	 

	Prep required for Repeat Seminars?4
	
	Yes/No
	
	Coursework (7500 word limit)
	 

	Demonstrator/Labs
	
	 
	
	1 hour exam
	 

	BB Facilitator
	
	 
	
	2 hour exam
	 

	Discretionary Hours5
	
	 
	
	3 hour exam
	 

	Total Hours6
	
	 
	
	
	

	
	
	
	

	Other Work8
	Number of Hours per week9
	Total Number of Hours
	
	Date of Observation by CC or nominee10



Comments/Additional Info:

	Research Project Hours
	
	 
	
	

	Workshop Hours (MBSW)
	
	 
	
	

	e-Tutor Hours (MBSW)
	
	 
	
	

	e-facilitator Hours (MBSW)
	
	 
	
	

	Voluntary or Unpaid Hours
	
	
	
	

	Other Hours
	
	 
	
	



1.   If the course runs all year, and the work is equally distributed across both semesters please indicate ‘Yes’. Any hours indicated above will be allocated to the TA again for the other semester. If the workload is different in each semester, submit a separate forms.
2.   Number of contact hours. An additional hour of preparation will be automatically added for each hour of teaching.
3.   Number of contact hours. Preparation won’t be added unless requested. If preparation is required for repeat seminars, please indicate (4).  
4. 	If preparation is required, indicate as appropriate. If ‘yes’ is checked preparation will be added at the rate of one hour per hour of teaching. 
5.   Any additional hours which may be required can be entered here at the discretion of the Course Coordinator.
6.   Total Hours excluding preparation. A Humanities PGR student should not exceed 180 hours (including preparation and marking) in any academic year. In addition any Student with a Tier 4 visa is not allowed to work more than 20 hours a week.
7.    The number of Marking scripts will be converted in to hours via an agreed rate. Any PR5 fee claims for marking need to be signed in the first instance by the Course Coordinator as a budget holder, prior to HoD signing as Authorised Signatory.
8. 	Any additional work (paid or unpaid) undertaken by a TA in addition to their studies. This work may be paid by another route, but still counts towards the 180 total/20 hour per week maximum so needs to be recorded.
9.    Information mandatory for Tier 4 visa monitoring purposes. 
10.	This date will be communicated on your behalf to the Timetabling Manager, the TA and the students so they are aware you will be present

 
[bookmark: _GoBack]Please send to your SAG Head/AHT for first/second approval; and then to your Divisional Manager for processing

	Authorised Signatories:
	Signature
	Printed
	Date

	Head of SAG
	
	
	

	Associate Head of Teaching
	
	
	





