National Chengchi University   Semester of the    Academic Year

            Teaching Assistant Work Record of　　       Page:  
(Please fill out according to the teaching assistant subsidies that are approved for the courses of the semester)                                            
	Course Organizer 
	Course Type
 (Professional Basic Integrated Courses, General Education, Professional Courses, Other)
	Course ID 
(9 digits)
	Course Title 
	Course Instructor
	Approved 

Amount for the Semester

	
	
	
	
	
	


· Explanation: 

1. This form is for teaching assistants hired under the Teaching Assistant Subsidy approved courses of the current semester (limited to junior and senior level undergraduate students, master's students, or doctoral students).

2. This form must be filled out by the teaching assistant. Submit this form to the teaching assistant of the course organizing department on the 25th of each month for filing. Also, submit this form along with the Work-Study Payment Log (submit a different log for work-study hours that are not under this program) to the Instructional Resources Section of the Office of Academic Affairs for approval before the 30th of each month.

3. Use assigned codes to fill in the Work Parameter column, and obtain the instructor's signature for each task completed.

4. Apply the teaching assistant subsidy according to the approved hours. These hours, combined with any other work-study program hours, cannot exceed 50 hours. If the form is not filled out truthfully or impersonated illegally, the teaching assistant and course organizer will assume full responsibility and the subsidy will be reclaimed.

· Work Item: (limited to teaching purposes for assisting the instructor. Select from the following to insert in the chart)

1. Translation

2. Proofreading

3. Typewriting 

4. Photocopying

5. Making a PowerPoint presentation

6. Preparing teaching material

7. Collecting and analyzing data 

8. Assisting the instructor with drafting test questions

9. Grading tests

10. Solving academic questions

11. Grading homework

12. Assisting students with academic needs

13. Class assistance

14. Keying in approved grades

15. Practical classes

16. Taking attendance

17. Designing the course website

18. Assisting with computer software instruction

19. Operating multimedia equipment

20. Troubleshooting multimedia equipment 

21. Others (please explain)

	Department and Year
	Student ID 
	Name
	Contact number 
	Total Monthly Hours

	
	
	
	
	Hour(s)

	Sequence No. 
	Month 
	Day 
	Week
	Work Item:
	Start Time
	End Time
	Actual Working Hours
	Instructor Signature

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	


Course Organizer Seal:　　　　　　　　　　　　　　　Date submitted: (Year/Month/Day)

