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W elcome

Welcometo TAing at Stanford. Pleaseread the contents of this handbook very carefully and follow the
instructions asindicated. If you have any questionsat this time or in the future, pleasefeel free to stop
by my oce and | will be happy to help. Note that | am available during o ce hours (chedk my schedule
ead week) and by appointment. This list contains administrativ e tasks you needto complete as well as
information that you should be aware of. \Getting Started asan EE TA" lists more items that should
be taken care of as soon as possible.

1. Obtain an email address: If you do not already have a Stanford e-mail accourt please open
one as soon as possible. Since most correspondence will be via e-mail, it is critical that
you get into the habit of chedking e-mail frequertly. Stanford accourts are opened online at
http://sunetid.stanford.edu. Questionsshould be directed to the IT Help Deskat 725-HELP.

2. Contact info: Pleasesendan email to me ( tasha@ee.stanford.edujvith your local address,phone
number and Stanford email address. It is also required for all EE students to enter their emalil
address,day time o ce and phone number (if applicable) in the \Address" portion of the studert
Axess system. The email addressis added to the EE distribution list and it is the OFFICIAL
meansof notifying students. This addresswill be usedto inform students of information ranging
from registration requiremerts and holdsto departmental parties. The o ce and phoneinformation
are usedto create a departmental directory. For all but rst-quarter students, failure to enter this
information into the Axesssystemwill prevert a student from submitting their study list online.
This will likely result in late fees. To prevent this, students are strongly encouragedto open an
e-mail accourt and enter the data as soon as possible. It is essetial that this information be
up-to-date at all times.

3. This handbook: Pleaseread the rest of this handbook. Pay special attention to \The Care and
Feeding of Teading Assistarts." It will help you to understand what will be expected of you and
what you can expect from us.

4. Payroll paperwork: To receive your paycheds on time, you needto nish your new-hire paperwork
by the end of the rst weekof the quarter. You are required to pay (or make arrangemeris with the
Bursar to pay through payroll deduction) all non-tuition feeson or before the University deadline.
Failure to take care of these feeswill result in late charges. Here is a list of some important
pay-related forms:

EE Course Assistantship form (required): http://m yee.stanford.edu/If you are part of a fac-
ulty researt group, list the group's administrativ e assistart asthe \Administrativ e Contact,"
otherwise list the EE Department. List the courses,quarters, and percertage appointment
you have beenassignedin the \Comments" box near the bottom of the form. The form must
be printed, signed, and submitted to the EE Student ServicesO ce, Pacdkard 173. Copies of
the Payroll forms described below must be attached to the Course/Teading Assistant Form
when it is submitted to the EE Department.

W-2 Tax Form (required): http://co.stanford.edu/resources/forms/pa yroll.html
[-9 form (required): http://co.stanford.edu/resources/forms/imag es/I-9.pdf (Section 1)

Direct deposit (optional): http://co.stanford.edu/resources/forms/imag es/auto.pdf. We en-
courageall of our employeesto usedirect deposit to avoid lost or stolen cheds. The completed
form should be given to the Financial Assaciate Mimi Qian in the EE departmert.
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Payroll deduction (optional): http://stubal.stanford.edu/pa yroll/

International forms (required for international students): Your TA appointment is subject to
the Immigration Reform and Control Act of 1986and speci es that you must be legally autho-
rized to work in the U.S. You must go to Packard 164 to complete the necessarypaperwork.
These web sites may help you get your paper work gured out:

{ http://co.stanford.edu/resources/forms/

{ For international studerts: http://co.stanford.edu/pp/pa yroll/index.h tml

{ http://www.stanford.edu/dept/icen ter/

5. Workshopsand Seminars:

EE TA Orientation: Friday, 21 Septenber 2007.

EE TA PedegogicalSeminar: If you did not attend the Septenber EE TA Orientation, you
are required to watch it on video at http://ee.stanford.edu/ta/stream. If you have any trouble
viewing thesevideos, pleasecontact The EE Graduate Advising Teading Assistant via email
at gradta@ee.stanford.edu.This is part of the EE TA Training Program and it is important
that you do soas soon as possible. Don't forget to email me after you have watched the video
soyou can get cheked o .

SCPD Instructor/T A Kick-o: If you are TAing an SCPD class you are required to at-
tend the SCPD Instructor/T A Kick-o on Monday, Septenber 24, at Noon. The Kick-o

will be held in Skilling 193. Pleaserefer to the online handbook in preparation for the
orientation: http://scp d.stanford.edu/scpd/supp ort/teac hing/. This is a mandatory orien-
tation, howevwer, if you are forced to miss it, you will have to view the orientation online
at http://scp d.stanford.edu/scpd/supp ort/onlineOrien tation.htm. For questionsabout SCPD
classescontact Elena Chardon-Pietri echardon@stanford.edu

Safety Training: Adequate safety training is also required of all Teading Assistarts. If you
have not previously completed the health and safety seminar at Stanford University, you will
needto do sopromptly. Pleasearrange with Kieth Gaul in Padkard 112, the EE Department
Educational Labs Manager, to watch the tape. You will be given a form when you ched out
the video. Be sureto complete the form and return it to the Student ServicesO ce Padkard
173.

EE TA PedegogicalSeminar: This seminaris held on Saturday morning early ead quarter.
It is mandatory for eat TA to attend this seminaronce. The rst seminar of the year will be
held in Padkard 214 on 5 October 2007 at 9:30am.

I hope TAing for EE will be a wonderful experiencefor you.

Natasha Newson
Director of Student Services
Padkard 173

5-9339
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Getting Started

Here is somehelpful information about \setting up shop" asa TA. There are also a few items that
should be taken care of as soon as possibleto ensurethat classesun smoothly.

1. Textbooks: If you needa text for the courseyou are TAing, pleasecontact Natasha Newson
(Padkard 173; tasha@ee.stanford.edu725-9339)to make arrangemerts to borrow one for the
quarter in which you are TAing.

2. Problem sessionrooms: To resere a room for problem sessionsor if you needa large room for
weekly meetings, pleasecontact Diane Shankle (Padkard 177; shankle@ee.stanford.edu723-3194)
and Il out a Classroom Scheduling RequestForm. (If you are teaching a televised course,make
room arrangemerts through SCPD.) You will needthe coursenumber, instructor, number of seats
needed,preferred day/time, alternate day/time and your email and phone number when
requestinga resenation from Diane. It will bevery dicult to nd roomsfor 10:00AM - noon and
for 1:00PM{3:15PM becausetheseare popular coursetimes. It is easyto nd roomsafter 4:15PM.
Also, requestsmade during the rst weekof classesare usually not processeduntil the second
week of the quarter becausethe Registrar is too busy moving actual coursesthat have outgrown
their assignedrooms. If at all possible,let us know a couple of weeksahead of the time that you
needthe room. You can always ask for a changeif students in the coursehave a schedule con ict.

Midterm and Final Exam Seating: If your classram is not large enoughto accommalate
alternate seating, contact Diane EARLY to make arrangemerts.

3. Oce hours: To resene roomsin Padkard for o ce hours, go to
http://eeta.stanford.edu/cgi-bin/calendar.pl. To edit this site, usethe login: eetawith the
password: pckrd. This site can be viewed by anyone, soyou can invite your students to nd your
o ce hoursthere. The calendarshave a seard feature to make it easierto nd oce hours. To
resene a room, click on \Add Resenation", then follow the directions in the web page. Once
submitted, the resenation will appear on the calendar but the time period will be in red until
approved by Keith Gaul, the EE Lab Manager. No one elsewill be able to resene that time
period. (Calendar cheds for overlap). After veri cation, you will be emailed a door code OR the
reasonwhy your requestwas not approved. If you have any questions,seeKeith Gaul (Padkard
112; gaul@ee.stanford.edu723-1660). To activate your Stanford ID, go seeKenny Green (Packard
115; facilities@ee.stanford.edu724-3310). This will allow accesgo Padkard after hours. Rooms
Il up quickly sosignup asearly asyou possibly can. If the roomsin Packard are taken, TAs will
frequertly usetheir own personalo ce (if they have one) asa TA o ce, but this should be
viewed as a badk-up plan. For classeghat require a lot of computer access,Sweet Hall is a good
placeto hold o ce hours. There is a table asyou enter the 2nd o or from the stairs that TAs will
often claim for an hour or two. There is no way to resene the table, so beware that it may be
occupied when you get there.

4. Photocopying: To photocopy materials for the course,you should get the courserelated copy code
from your instructor or his/her administrator (It should not be the instructor's researd code).
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Technical Resources

Newsgroups

Newsgroupsare a good way to get information out to the ertire class. Newsgroupsare an e ectiv e way
to keepall information for a coursein one place for the ertire quarter. Announcemens, HW
changes/hints, etc. can be postedto the newsgroupby the TA. Students can usethe newsgroupto post
guestions. For those of you who have never useda newsgroup,| would highly recommendlearning now.
To read a newsgroupyou can use programslike rn, trn or tin. Trn and tin are probably the best
programsto use. Once you get a leland accourt just type\rn", \trn" or \tin* and it beginsthe news
reading program. From here you can go to di erent newsgroupsto read or post messagesThe
newsgroupfor the classyou are TAing probably exists already and should be named\su.class.eeXXX."
If the newsgroupdoesnot exist, you will have to requestthat one be created. Go to the following web
page: http://courses.stanford.edu. From here you will be able to requestthat a newsgroupbe created
for your class.

Email lists

While newsgroupsare a powerful way to get information out to the ertire class,| would recommend
using an email list asthe primary meansof communication with the class. Students seemto ched their
email very often and don't have to think about making a special trip to the newsgroupsto get
information.

The University will maintain an email list for you, you don't have to enter every email addressby hand
into your own system. There is a list server provided by the University. To get more information go to
http://mailman.stanford.edu. After that you should have all of the information you needfor starting
and maintaining a new list.

Using email lists and newsgroups together

| would recommendsendingimportant messageso both places. While this is not necessaryit will
allow studerts to get important messagesight away through email and allow them to go back and look
at previous announcemers in the newsgroup.

Sendingto both placesis relatively simple. If you are posting a messageo a newsgroup,simply CC:
the email list. If you are emailing, you can CC: su.class.EEXXX@news Either way will allow you to
sendto both placessimultaneously.

Web pages

The directory for your EE classwill most likely be in the following location: /afs/ir/class/eeXXX, and
it will appear to the outside world as http://www.stanford.edu/class/eeXXX. If it isn't already ready
for you to use, you will needto ask your professorto give you permissionon the directory, visit
http://courses.stanford.edu for more information. This web site will also help if the directory doesn't
exist, the disk quota is too small, etc. Web pagescan also be set up using the EE software EEclassor
CCNet coursemanagemen software described next.

Course Management Software

The EEClassor Course Communication Network (CCNet) is the preferred choice for web software in
the EE department. Go to http://eeclass.stanford.edu for all of the information.

Setting up your course web site

If you would like to usethe CCNet software to manageyour courseweb site, pleasesendthe following
information to gradta@ee.stanford.edu:
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Coursenumber and coursename (e.g. e40, Introduction to Electronics)
Coursecoordinator's name and email address
Your name and email address(you will be able to add more usersonceyou login)

New features and upgradesare regularly addedto the system. Continuous help and support is available
throughout the whole year.
Main Features:

Manage your classlist

Manage grades

Email list and announcemers

Classhandouts

MessageBoard

Import and Export from/to a spreadsheet(e.g. Excel)
Import external web pages

Password protected accesdor students and sta

CCNet is extremely user friendly. The server is secureand usesSSL with 128bit encryption with 1024
bit exchange. We take automatic badkups of all the les everyday. We also keepa 30-day history of all
the important databases.

An alternative to CCNet is the university Web software system Coursework, which is described at
http://www.stanford.edu/group/ats/coursew ork. The CCNet system has proved to be the more
popular within the School of Engineering and it physically resideson School computing facilities.
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TA Contact List

Scheduling a room for OFFICE HOURS
Keith Gaul

email Diane Shanklewith the location
and times oncethey are set

Diane Shankle

Scheduling a room for

PR OBLEM SESSIONS

Diane Shankle

Financial/P ayment Information
Mimi Qian

SCPD issues

Elena Chardon-Pietri

Stressed out?

Counselingand Psychological Services(CAPS)

Help with TA issues

Natasha Newson

Advice on teaching issues

Center for Teading and Learning

CTL

CTL Consultant for Electrical Engineering
Raj Bhatnagar

Information about CTL events

CTL Liaison for Electrical Engineering- TBA
Academic Dilemmas

(honor code questions, etc.)

Judicial Aairs O ce

Laurette Beeson

Help and Resources

for International Studen ts

Bechtel International Center

For obtaining texts for coursesbeing TAed
Natasha Newson

Information  on classro om accessabilit y
and special servicesyour students may need
Student Disability ResourcesCenter (SDRC)
EE Undergraduate Advisor

Raj Bhatnagar

EE Graduate Advisor

Nikola Stikov

Packard Facilities Manager

Kenny Green

Questions about Grading Pro cedures
Diane Shankle

Manager of Academic Programs

and Director of Student Services
Natasha Newson

For any and all other remaining questions

Natasha Newson

gaul@ee.stanford.edu

shankle@ee.stanford.edu

shankle@ee.stanford.edu
mgian@stanford.edu

edardon@stanford.edu

tasha@ee.stanford.edu

undergradta@stanford.edu

Ibeeson@stanford.edu

tasha@ee.stanford.edu

undergradta@ee.stanford.edu

gradta@ee.stanford.edu
facilities@ee.stanford.edu

shankle@ee.stanford.edu

tasha@ee.stanford.edu

tasha@ee.stanford.edu

3-1660

3-3194

3-3194

6-8171

5-6950

3-3785

5-9339

3-1326

5-2485
6-7070

3-1831

5-9339

3-1066

5-3799

4-3310

3-3194

5-9339

5-9339

Padkard 112

Packard 177

Packard 177
Padkard 164

3rd Floor Durand
VADEN

Padkard 173

Sweet Hall (4th o or)

Tressider
Graduate Community Cernter |
583 Lagunita Dr.

Padkard 173

Padkard 110
Padkard 110
Packard 115

Packard 177

Padkard 173

Padkard 173
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TA Support Systems

As a TA, you've becomea real authority gure. What if students bring you problems other than
\homework problem #2?" In addition to your professorsand departmert o ces, Stanford haslots of
help available.

Studen t Disabilit y Resource Center (SDR C) Studert servicesinclude notetaking, typists,
interpreting, stenocaptioning, alternativ e format production (Braille, enlargedhardcopy), and
exam/classroom accommalation. O ce of AccessibleEducation; 563 Salvatierra Walk
650-723-1066info@drc.stanford.edu;http://www.stanford.edu/group/DR C

Vaden: Counseling and Psychological Services (CAPS) Provides psydological counseling
relating to both personaland academicproblems for all students. Stressmanagemer, support
groups and individual counselingand 24-hour crisescounselingavailable. Vaden Student Health
Service; 870 Campus Driv e; 650-723-3785http://caps.stanford.edu

Center for Teaching and Learning (CTL) TA servicesinclude training workshops,videotaping of
classesand small group evaluations. CTL also hasteaching handouts, the Teading at Stanford
Handbook, and information on teaching and technology.

Sweet Hall, Fourth Floor; 650-723-1326http://ctl.stanford.edu

Bechtel International Center Resourcefor international studerts, answering questionsabout visas,
SEVIS requiremerts, proposedimmigration legislation, cultural and languageproblems, passports
and more. International studentsneed to havean up to date addresslisted in Axessat all times.
422 Lagunita Driv e; 650-723-1831http://www.stanford.edu/dept/icen ter/

Undergraduate Academic Life (UAL) Servicesfor Students include coursesto improve learning
e ectiv eness,one-on-onestudy skills counseling,tutoring and tutor training and learning tips
handouts.

Sweet Hall 1sr o or; 723-2426

Univ ersity Ombudsp erson total ly condential to protect anyone at Stanford from \injustices or
abusesof discretion, from grossine ciency , from unnecessarydelay and complication in the
administration of University rules and regulations, and from inconsistency unfairness,
unresponsivenessand prejudice in the individual's experiencewith University activities."
Building 300; 723-3682

Sexual Harassmen t Policy Coordinating Advisor - Dr. Laraine Zappert (Clinical Asscc. Prof.,
Psydhiatry); 723-1583,327-8259(harass@stanford.edu)

Judicial Aairs Oce Tresidder Memorial Union 2nd Flr.; 725-7425student conduct issues
(including Honor Code questions)

Dean of Students Oce Tresidder Memorial Union; 723-2733(Univ ersity-wide)

Oce of Student Aairs, School of Engineering - Terman 208;725-1575

Residen tial Education (ResEd) 725-2800support servicesfor on-campusstudents
Codes of conduct/honor code help http://adminguide.stanford.edu/1.p df

Grad Student Handb ook Univ. Resources http://www.stanford.edu/dept/DoR/GSH/
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TA Information Sheet

What is a teaching assistant?

\T eading Assistant" is a genericterm including many speci ¢ positions for students who assistin teaching
classesat Stanford. It is also a specic term for one category of such positions. We here usethe term
in its generalsenseas almost all appointments for Teading Assistarts in the Scool of Engineering are
ocially called\ CourseAssistants" asde ned by the University. A CourseAssistart (CA) is a graduate
or coterminal student who works part time helping an instructor with a class. The CA's responsibilities
can include o ce hours for individual student assistance,review or study sessionspccasionallectures,
preparation of assignmers, grading examsand projects, and solutions. A CA for a laboratory classmay
also be responsible for laboratory supervision, equipmert, or demonstrations.

Who is eligible to be a CA?

By University regulations a TA must have graduate standing or be a coterminal student with at least
180 units completed. The TA appointments are not restricted to EE studerts; students from other
departments may apply but we do give preferenceto EE students sinceit is a form of nancial aid. A
student with TGR status can be appointed as a TA; however no matter which percert appointment is
held ONLY the TGR feewill be paid. Any units taken will be at the TA's own expense.

How many hours does a CA work?

TAs are appointed on a percert time basis. Most of our TAs are 50% appointments and work 20 hours
per week. We also o er 25% (10 hours per week) and 10% (4 hours per week) appointments. These
levels of work are typical, however some appointments may require more e ort and others less. Under
no circumstancesshould a 50% CA work more than an averageof 25 hours per week. The TA should
consult the courseinstructor and possibly the EE CA administrator if the workload is too heavy.

Work in addition to appointment

It is University policy that a student on full fellowship or 50%time assistariship may work no more than
eight hours a weekin addition.
NOTE: International students on F and J visasmay NOT work more than 50% time.

What is a CA paid?

A CA is paid a tuition grant and a quarterly salary (paid semimorthly over the quarter).

Appt  Pre-Quals CA  Post Quals CA

50% $ 7,020 $7,530
25% $3,510 $3,765
10%  $1,404 $1,506

Appt | Mentoring TA and Teading A liate
50% | $7,926
25% | $3,963

Tuition Grant

$8,040 8{ 10 UNITS FOR 50% APPOINTMENT
$4,020 5 UNITS FOR 25% APPOINTMENT
$1,608 PRORATED FOR 10% APPOINTMENT

$ 2,760 TGR
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Does a CA appointment restrict a student's registration?

The University typically restricts the academicload of a 50% CA to 10 units per quarter. The philosophy
is that a student cannot work half time and take a full academicload and do both justice. This 10 unit

restriction has both good and bad features; the 50% CA's tuition is completely covered by the tuition

grant, but the CA's academicprogressis slowed down (a 50% CA normally takes5 quarters to complete
the Master's program). A 50% CA can register for 10 units. This may becomenecessaryto enableyou
to ful ll your seminarrequiremert. In rare casess0% TA's may register for more than 10 units and then
only after receiving permissionfrom their advisor and the department chair. They must then pay for the
extra unit. 25%and 10% CAs are generally required by the School of Engineeringto take a full academic
load and must pay for the di erence betweenfull tuition and the CA tuition grant (i.e., in 2004/05 the
CA must pay $3,450per quarter in addition to the tuition grant for a 25% CA). Other appointments of
lessthan 50% will be calculated accordingto the percert time and the units of tuition granted for them.

How does a CA register and use the tuition grant?

Tuition for the CA appointment will be credited to the University bill. If you have alate CA appointment
and there is no credit on your bill, simply defer that portion of the tuition that will be covered by the
CA tuition grant. The portion of the defermert covered by the CA grant will be automatically canceled
when the tuition grant is processed.Pleasedo not defer ASSU or other fees,asthey are not covered by
the tuition grant. Any defermert fee not on the portion covered by the CA grant must be paid by the
studert. PleaseseeGraduate Student Assistarntships Guide http://adminguide.stanford.edu/24 2.pdf for
a complete discussionof tuition grants with unused units.

May | apply for an RA, a CA in another departmen t, or other support while
| am requesting a CA position?

Yes,you arewelcometo try for other appointments while we are consideringyour CA application; however
onceyou accepta CA appointment you are expectedto Il it. Therefore you must withdraw your CA
application immediately after receiving other support. The maximum total appointment per quarter is
50%.

Requiremen ts for applican ts for whom English is not the rst language

Students who expect to hold teaching assistartships must be screenedfor English pro ciency if they are
from countries where English is not the rst language. To be screeneda student must

1. contact Tracey A. Riesen,triesen@stanford.edufor an appointment, and
2. take an introductory undergraduate engineeringtextb ook to the appointment .

The screeningconsistsof a simulated o ce-hour conversation (about 30 minutes) betweena CA and an
undergraduate student. The CA being tested doesnot needto prepare for the screening. No exceptions
are allowed to this requiremert. Failure to comply may result in the delay or lossof an appointment.

How to apply

For online application, pleasego to http://audi.stanford.edu/appl/. The password is available on request
from Natasha Newson(newson@ee.stanford.edu).
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Care and Feeding of TAs

The following information is sert to the faculty eat year regarding the appropriate responsibilities and
treatment of TAs. It is included here to provide TAs with information on departmental expectations.
Memo to the EE Faculty

The faculty and TAs generally indicate that the TAs are being usede ectiv ely, but seweral problems
have occurred in the past which can be mitigated if the information in this memois used. Pleaselet this
memo be an explanation of the role of the TA to thosewho are new to the faculty, and a reminder to the
old hands. Before outlining the role of the TA, let us thank you for your responseto the questionnaires
regarding the performanceof your TAs. The results are essettial in reassigningTAs to new assignmers
and getting well earnedawards to the best of the TAs at graduation time.

By a\teaching assistart" or TA hereis meart any of the seweral student positions with responsibilities
for assisting instructors in teaching their classes. The most common o cial appointment in the EE
Department is asa CourseAssistarnt. TAs are matriculated Stanford graduate students who assistin the
preparation of classmaterials and of homework and exam problems and who often conduct problem, lab
and review sessions.TAs may teach an occasionallecture.

Some additional \care and feeding" information and some suggestionsfor better utilization of TAs
are listed below.

1. A Teading Assistart and a Grader are fundamertally dierent. The responsibility of gradersis
only to grade homeworks accurately and promptly for which they receive hourly compensation.
TAs can also grade [and typically do soin a laboratory class], but grading should not be their
principal responsibility. Grading programs has occasionally proved an onerousand extremely time
consuming chore for TAs and should be minimized.

2. The TAs should spend most of their time with students in o ce hours, review sessionsproblem
sessionsdemonstrations, or laboratory supervision. This contact makesthe classfar more personal,
and the students can get the individual attention they desene. A good TA takessomeof the load
that would otherwise have to be spent by the faculty during o ce hours.

3. The TAs should have specic well-de ned areas of responsibility. They can generate homework
assignmeits and solution sets, prepare demonstrations, create remedial and enrichment material,
etc. It isimportant that TAs be supervised, but they should alsohave a degreeof freedomto create
and initiate. They are, after all, learning from this experience,too. The o cial TA policy provides
someguidelineson typical TA time use.

4. Keepgood lines of communication betweenyou and the TAs. The TAs must have your instructions,
and you shoulduseyour TA asa feedbadk path. Regularly scheduledweekly meetingshelp guarantee
the feedbad path works.

5. TAs can give formal lectures to assistyou if, for example, you must be away for a brief period.
The TA should be given the material for the lecture and its preseration should be discussed.This
provides an excellert teaching experiencefor the TA and is usually preferred by the students over
a taped lecture.

6. Encouragethe TA to usethe Center for Teading and Learning (CTL). The certer provides indi-
vidual and group programs to help both TAs and the academiccommunity and has beena great
help to both TAs and instructors.

7. Many TAs have confusionabout the time they should be spending. A 50% appointment [the usual]
implies 20 hours/weektime on the job and grants 9 units of free tuition. If the TA seemsto be
working signi cantly more or lessthan this, keepingan informal time sheetwill help. Becauseof
the overheadinvolved with beinga TA, it is encouragedfor 25% TAs to take responsibility for one
aspect of the course for example, responding to emails and writing up homework solutions are two
jobs that dont have as much direct contact with the students. This meanslesstime can be spert
preparing which makesmore e cien t useof the 10 hours/week. By just shorteningthe o ce hours,
problems can arise with being overworked.
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8. There have beentwo primary problems causingdicult y to TAs. The rst is that on occasion

10.

professorshave asked TAs to do chores usually done by the professor, e.g., the generation and
grading of exams. While TAs should of courseassistin these chores,they should not bear primary
or sole responsibility for them. The other time killer is having TAs produce beautiful formatted
solutions or portions of an intended book in progressby the professor. This is above and beyond
ordinary duties and not a good use of TA time.

. The professorshould make surethe TA evaluation surveysare completed by the class(do not shift

this responsibility to the TAs). This exerciseprovides valuable feedbadk to the TAs and to the
departmert.

If there are problemsthat cannot be resolved with a TA pleasetalk to either the Vice Chair or the
Director Student Services.We can work with both sidesto ameliorate the problem.
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Miscellaneous

Hin ts for replying to email

It hasbecomeapparer that email from studerts is becomingincreasinglytime consuming. Most TAs feel
obliged to respond as soon as possibleand this is consumingtoo much time outside, which is interfering
with their other responsibilities. If responding to email immediately is burdensome, it is advisable to
program email response\days" into your schedule. That way, students would not expect instantaneous
replies and can plan accordingly. A suggestionwould be to plan perhaps 3 hours per week spacedlike
o ce hourssopeoplewould not expectimmediate answers, but would know that answersare forthcoming.
When announcing your o ce hours you can just include your email responsescedule! It is advisable
to ask peopleto copy the instructor and any fellow TAs and, in turn, have whoever answers the email
copy the others sothat there won't be duplication of e orts.

Of course,it would be bestif you suited the days to accommalate, as much as possible,the homework
and exam schedulesof the coursesothat peoplewould be receiving responsesat a time whenit would be
most useful. The students can, in turn, learn how to plan knowing that email serviceis not open-ended.

Sample TA Evaluation

This is a sample TA evaluation. Students completethese evaluations anonymously in the middle of every
quarter. Encourageyour students to complete them as completely as possible. This feedba& is not
only critical to becominga more e ective TA but will also be usedto make decisionsabout future TA
positions.
Instructions to studerts:

Pleasetake the time to Il out this questionnaire thoughtfully. The information will be useful feedbak
to the Professor,the Teadhing Assistart(s), and most importantly, to you, the students. This form is
con dential, and your TA will never know who evaluated him or her.

is much below average(poor).

is average.

is much above average(excellert)
A indicates not applicable.

Z 0w

1.  Level of preparation for sections/labs 1 2 3 4 5 NA
2. Preserts material with clarity 1 2 3 4 5 N/A
3. Provides helpful commens on homework 1 2 3 4 5 NA
4.  Is responsive to students questions 1 2 3 4 5 N/A
5. E ectiv ely guidesdiscussion 1 2 3 4 5 N/A
6. E ectiv ely usesexamplesto illustrate points 1 2 3 4 5 N/A
7.  Avoids being sidetracked 1 2 3 4 5 N/A
8. Imparts enthusiasmfor the subject 1 2 3 4 5 N/A
9. Is approadchable 1 2 3 4 5 N/A
10. Sucient availability to students 1 2 3 4 5 N/A
11. Fairnessof TA 1 2 3 4 5 NA
12. Eort TA spert on class 1 2 3 4 5 N/A
13. TAs overall performance 1 2 3 4 5 N/A

Commerns:

le.g., email response days: Mondays, Wednesdays, Fridays.
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Student salaries at Stanford
How to get paid

Any student employee (RA, CA, TA, grader, etc.) must meet seweral requiremerts before receiving a
paychedk. You must beregisteredin any quarter in which you are paid (including summer), make suitable
academic progress,and maintain good standing in the University. If this is your rst employment by
Stanford, you will alsohaveto Il out seweral forms:

an "I-9 Veri cation" for the University and INS. To complete, bring to me:

Permanen t Residen ts an unexpired residert alien card
F1/J1 visa holders unexpired passport and a current 1-20 or DS-2019form

U.S. Citizens a U.S. Passport; or a Certicate of U.S. Citizenship or Naturalization; or two
documerts: a state-issueddriver's licenseor I.D. card with photograph (to establishidentit y)
AND an original Sccial Security card or U.S. birth certi cate or unexpired INS Employment
Authorization (to establish employment eligibilit y).

We will have to seeand photocopy these documerts; and sign the 1-9 form.
a Tax Data form (to instruct the University how much tax to withhold from your salary)

if you do not have a social security number, a copy of your application (and then a copy of the
actual social security card, when you receive one).

Each of theseforms only needsto be lled out at the start of employment, but if there is a gapin your
employment by Stanford you should ched to be sure they are still on le. International students may
also qualify for "tax treaty" status: somecountries have agreemens with the U.S. which exempt their
students from someor all taxes. To claim an exemption, the appropriate forms must be led annually.
Chedk with the Bursar's o ce.

Note: If any of theseforms is missing or outdated, your paycheds will be withheld, most likely until the
next pay period!

How and When You Are Paid

Assistantship or grader salariesare processedhrough Stanford's regular Payroll system. Assistants and
gradersare University employees.

Deductions Federal, state, and social security taxes are withheld from salary cheds. This withholding
is reported like any other salary. Tuition amourts are not taxable or reported.

Schedule Tuition is automatically paid at the beginning of the quarter. Payroll cheds come twice a
month, to the department, or you may arrange for direct deposit to your bank. Work performed from
the 1st to 15th of a month is paid on the 22nd; the secondhalf of the month is paid on the 7th. Studert
appointments, which are establishedin terms of the academicyear, always follow a quarterly schedule:

Appointment span | rst ched | last chedc
Fall Oct 1{ Dec 31 Oct 22 Jan7
Winter | Jan1{ Mar 31 Jan 22 Apr 7
Spring Apr 1{ Jun 30 Apr 22 July 7
Summer | July 1{ Sept 30 July 22 Oct 7

If a check does not arriv e on time

First, examineyour own status. Are you registered? Is there a Hold on your registration? If this is your
rst ched, haveyou led all the appropriate paperwork? If you changedjobs, the chedk might be either
at EE or at your old department - look in both places. Then, cometo the EE o ce to report either that
you have found and xed one of the problems above and need a replacemen ched, or elseto nd out
what is wrong. For an RA, the faculty member may have forgotten to initiate or renewyour appointment
for the quarter. In any event, we will try to nd the problem and help you x it.
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Tax information for graduate students

Taxes constitute a complex subject. Below some general information is provided, but
it should not be taken as ocial advice. Detailed information may be found at
http://co.stanford.edu/studen ts/sar/taxinfo.h tml.

Matriculated (Degree-Seeking) Studen ts
Tuition Supp ort

Tax exempt

Salary (Assistan tships)
Taxable and subject to withholding (but not FICA, Medicare or VDI)
Reported by Stanford on a W-2

International students May qualify for federal \tax treaty exemption" if one exists betweenthe US and
their country (Form 8233, Payroll o ce). The exempt amourt is reported on Form 1042S.Should
le federal Form 1040NR (available at the International Center at tax time and online) ead year,
and probably CA Form 540 (also available online).

Stip end (Fellowships)

U.S. citizens, permanert residerts, and residert aliensfor tax purposesThe stipend is taxable; however,
it is not subject to withholding or reporting by Stanford. Studerts are responsible for making
any necessaryestimated tax payments. Federal Form 1040-ESis available in the Bursars o ce.
California Form 540-ESis enclosedwith the CA tax return (or call 1-800-338-050%h

International students The stipend is subject to 14 percert withholding; however, students may be
eligible for a tax exemption if their country has a tax treaty with the US (Form W-8Ben, Payroll
o ce). Stipendand tax withholding arereported by Stanford on Form 1042-S(not W-2) and mailed
to the student Should le federal tax Form 1040NR and probably CA Form 540 at tax time ead
year

All fellowship recipients can reduce their taxable income by amounts spent on fees, books, supplies,
and equipmert (usually not computers) speci cally required for courses;students should keepall
receipts for theseitems.

Nonmatriculated  (Not Degree-Seeking) Students, for example, postdo ctoral studen ts

All support | tuition, stip end. and salary | is taxable.

Exception: International students may claim a tax treaty exemption { if one exists between
the US and their courtiy { on whatever support the treaty covers.

Exception: the tuition of \student employees" paid 10% or more by Stanford payroll may be
tax exempt (Seethe \W orking Condition Fringe" statemert cited in the memo on Taxation of
Postdoctoral Fellow Tuition Payments in Tax Year 1994J. McGuire, 10/27/94).

Salary (P ostdo ctoral Research Aliates and Clinical Specialists)

Subject to all withholding
Reported by Stanford on a W-2
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International students may qualify for federal\tax treaty exemption" if one exists betweenthe
US and their country (Form 8233, Payroll o ce). The exempt amount is reported on Form
1042S.Should le federal Form 1040NR (available at the International Certer at tax time and
online) ead year. And probably CA Form 540 (also available online).

Stip end

U.S. citizens, permanert residerts, and residert aliens for tax purposes

Though taxable, the stipend is not subject to withholding. The stipend will be reported to
CA and the IRS (Form 1099). Students are responsible for making any necessaryestimated
tax payments

Federal Form 1040-ESis available at the Payroll o ce.

California Form 540-ESis enclosedwith the CA tax return (or call 1-800-338-0505).

International students

The stipend s subject to 14% withholding; however, students may be eligible for a tax exemp-
tion if their country hasa tax treaty with the US (Form W-8Ben, Payroll o ce).

Stipend and tax withholding are reported by Stanford on Form 1042-S(not W-2) snf mailed
to the student.

Students should le federal tax Form 1040NR and probably CA Form 540 at tax time ead
year.

Note: The brief discussionof tax items in this memois not to be consideredtax advice. Pleaserefer to
the IRS publications listed below. Where needed,students should seekcompetent tax counsel.

IRS Publications: #4 Student's Guide to Federal Income Tax; #501- Exemptions, Standard Deductions
and Filing ; #505- Tax withholding and Estimated Tax; #508-Educational Expenses #515-Withholding
Tax on NonresidentAliens and Foreign Corporations; #519-US Tax Guide for Aliens; #520- Scholarships
and Fellowships #525- Taxableand Nontaxableincome; #901-US Tax Treaties. To order. call 1-800-829-
3676.

Questionsregarding taxes at Stanford should be directed to Connie Reddy creddy@stanford.edu.

Enrolimen t deadlines and grading policies

Enrollment deadlines follow the same pattern ead term, but the specic weeks and dates vary
due to the varying lengths of Stanford's quarters and the various ways of courting the weeks in
a term. The exact dates are printed in the Time Sdedule and may be found on the Web at
http://registrar.stanford.edu/calendar/deadlines.h tml. This information comesfrom the O ce of the
University Registrar.

The study list due date falls at the end of the rst full week of classes.

Add Deadline Coursesmay be added by studerts through the end of the 3rd week of classes.

Drop Deadline Coursesmay bedropped by studerts through the end of the 4th weekof classeswithout
any record of the coursebeing kept on the student's transcript. No drops are permitted after this
point, regardlessof the grade or notation recorded in the course - including the \*", \I", \W",
\NP", or \NC".

Grading Option Deadline Students have through the end of the 6th week of classesto elect the
grading option of their choice, in courseswhere the option of letter or CR/NC grading is o ered.

Withdra wal Deadline A student may withdraw from a courseafter the drop deadlinethrough the end
of the 8th week. In that case,a notation of \W" (for \withdrew") will automatically be recorded
on the studert's transcript for that course. Students who do not o cially withdraw from a class
by the end of the 8th weekwill be assignedthe appropriate grade or notation by the instructor to
re ect the work completed (or left incomplete asthe casemay be).
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Deadline for requesting an incomplete If the instructor will allow a student to take an \I" (\In-
complete") in his/her course,the student must make the appropriate arrangemerts for that with
the instructor by the last day of classes.Seereversefor more information about Incompletes.

A. NOT ATIONS

\NP" (\Not Passed")is usedin coursestaken for a letter grade but not passed. \NC" is used to
represen unsatisfactory performancein coursestaken on a satisfactory/no credit basis. \NC" and \NP"
notations will be visible on studert transcripts.

\CR" (\Credit") is usedwhen a students performancehas been satisfactory in a courses/he elected
to take on a satisfactory/no credit basis. \S" is usedin courseswhere satisfactory/no credit grading is
not studert-elected, but instructor-mandated. \CR" or \S" require C- or better performance.

\W"  (\Withdrew") is recordedwhen a student withdraws from a coursebetweenthe start of the 5th
and the end of the 8th weekof the quarter. This notation is visible on student transcripts.

As stated below, the Registrar's O ce will replacethe original graderecordedfor a coursewith \RP"
(\Rep eated Course"), when a student retakesthe course. This notation is visible on student transcripts.
B. INCOMPLETES

Incompletes must be changedto a permanert grade or notation within one year (i.e. prior to the
rst day of the fth quarter which follows the course,including Summer Quarter). If the \I" remains
unclearedafter that time, it will be changedautomatically by the Registrar's O ce to a\NC" or \NP" as
appropriate for the grading option selected. Also, students may not drop coursesin which an Incomplete
(\I" notation) was awarded.

C. COURSE RET AKES

A student may retake ONCE any courses/he completed(regardlessof gradeor notation earned{ \NC"
\I", \*, whatever!) or from which s/he withdrew and have the original grade or notation replacedby the
notation \RP (for \rep eated course"). When retaking a course,the student must register for the same
number of units as when the course was originally taken, and the course number must match exactly
the department number, course number, and sux of the original course. Courseswithout matching
numbers cannot be assumedto be equivalent and will not be acceptedas retakes. If the courseis being
o ered with a choice of grading options (letter grade or CR/NC), the student may, adhering to the usual
deadline for electing a grading option, elect whichever grading option s/he wants (regardlessof which
grading option was electedwhen the coursewastaken for the rst time). Upon completion of the retake,
the Registrars O ce will automatically changethree things in the students record: the units for the rst
time the coursewastaken will be reducedto 00, the gradefor that rst time will be changedto an \RP",
and the grade for the secondtime will be specially agged on the students transcript to indicate that it
is a repeated course. Studerts may not retake a courseagain in the future (for a third time), unlessthey
receivedan \NC" or \NP" whenthey took it for the secondtime. Upon completion of the third attempt,
the Registrar's O ce will automatically changethe units for the secondtime to 00, and the third time
will appear on the transcript with its units, grade, and the special ag to indicate that it is a repeated
course.
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Copyrigh ts and Copying

EE Class handout repro duction and Copyrigh t Policy

The cost of classhandout reproduction hasin the past borderedon the astronomical and asa result, a 300
pagelimit perenrolled student per courseof classmaterials handedout without chargewasestablished. To
a large extent, thesenumbers have beenobsened. In numerousinstances,however, materials distributed
far exceededthis constraint. Where chargesfor copy exceedthe given limit basedon 3 certs per page,
the excesswill be chargedto the instructor's unrestricted accourt.

When a Readerincluding extensive classnotesis involved, a master should be sert to the Bookstore.
They will reproduceit and sellit directly to the studernts. That way no extra secretarialtime is involved.
In someinstanceswhereit is more conveniert to sell the notesdirectly, they should be sold at cost since
it is not our intent to prot from the saleof notes.

University policy regarding copyright laws and fair use may be found at http://fairuse.stanford.edu/
and http://fairuse.stanford.edu/library _resources/. A pdf of the University guidelinesmay be downloaded
at http://www.stanford.edu/dept/legal/W  orddocs/copyrightRem2004.pdf.

Copyrigh t Law: Frequently Asked Questions

This guide, provided by the Stanford University Libraries and Academic Information Resources,
(SUL/AIR) addressesissuesconcerning the use of copyrighted material in an academic setting, with
an emphasison digital materials.

What is a copyrigh t?

A copyright is the set of exclusive legal rights authors have over their works for a limited period of
time. In the United States, theserights are principally de ned by the federal Copyright Statute. These
rights include copying the works (including parts of the works), making derivative works, distributing the
works, and performing the works (this meansshawing a movie or playing an audio recording, as well as
performing a dramatic work). Currently, the author's rights begin when a work is created. Copyrighted
works are not limited to thosethat beara copyright notice. As aresult of changesin copyright law, works
published sinceMarch 1, 1989neednot bear a copyright notice to be protected under the federal statute.

What works are governedby copyright? In general,works governedby the copyright law include not only
more traditional works of authorship, such as books, photographs, video and sculpture, but also works
such assoftware and databases.Copyrighted works are protected regardlessof the medium in which they
are created or reproduced; thus, copyright extendsto digital works and works transformed into a digital

format. Why do we have copyright law? The Constitution of the United States says that its purpose
is to promote scienceand the useful arts. The governmert believed that those who create an original

expressionin any medium need protection for their work so they can receive appropriate compensation
for their e orts. What is a work in the public domain? A work in the public domain can be copied freely
by anyone. Sudc works include those of the U.S. Governmert and works for which the copyright has
expired. Generally, for works created after 1978,the copyright lasts for ft y yearsbeyond the life of the
author. Works created before, but not published before, 1978 have special rules. For works created and
rst published between1950and 1978the copyright lasts 75 years. For works createdand rst published
before 1950, it lasts for 28 years but could have beenrenewed for another 28 years. When planning a
project, start by identifying works in the public domain that can be reusedin the new work. Request
permissionsfor materials not in the public domain early in the project. It is easierto redesigna project
in the beginning stagesif you discover that permissionto copy cannot be obtained for certain imagesor
sounds.

What is fair use?

Fair use provisions of the copyright law allow for limited copying or distribution of published works
without the author's permissionin some cases. Examples of fair use of copyrighted materials include
guotation of excerptsin a review or critique, or copying of a small part of a work by a teacher or student
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to illustrate a lesson.New issuesabout fair usehave arisenwith the increaseduseof the Internet. At the
time of publication, a bill is pending in Congressconcerningwhether fair useprovisions will be extended
to appropriate users/usesof copyrighted Internet materials.

When is copying is allowed by fair use provisions of the law?

There are no explicit, prede ned, legal speci cations of how much and when one can copy, but there are
guidelinesfor fair use. Each caseof copying must be evaluated according to four factors.

The purpose and nature of the use{lf the copy is used for teaching at a nonprot institution,
distributed without charge, and made by a teacher or students acting individually, then the copy
is more likely to be consideredas fair use. In addition, an interpretation of fair useis more likely
if the copy was made spontaneously, for temporary use, not as part of an \anthology,” and not as
an institutional requirement or suggestion.

The nature of the copyrighted work{With multimedia material there are di erent standards and
permissionsfor di erent media: a digitized photo from a National Geographic, a video clip from
Jaws, and an audio selectionfrom Peter Gabriel's CD would be treated di erently{the selections
are not treated as equivalert chunks of digital data.

The nature and substartialit y of the material used{In general, when other criteria are met, the
copying of extracts that are \not substartial in length" when comparedto the whole of which they
are part may be consideredfair use.

The e ect of useon the potential market for or value of the work{ln general,any usethat supplants
or diminishesthe normal market for the original work is consideredan infringement, but a usedoes
not have to have an e ect on the market to be an infringemernt.

Although all of thesefactors will be considered,the fourth factor is the most important consideration
in determining whether a particular useis \fair." Where a work is available for purchaseor licensefrom
the copyright owner in the medium or format desired,copying of all or a substartial portion of the work in
lieu of purchasing or licensing a su cien t number of \authorized" copieswould be presumptively unfair.
Where only a small portion of the work is to be copied and the work would not be usedif purchaseor
licensing of a su cien t number of authorized copieswere required, the intended useis more likely to be
found to be fair.

How can | reference the copyrigh t owner of digital works?

Make sure that the copyright symbol (\Cop yright" or \(c)" can be used) and the name of the copyright
owner is attached directly on, under, or around the digital work. It should be visible to anyone who will
be using the excerptedmaterial. Copyrighted images,graphics, video, sounds,and written material must
always be referenced;this is true even if the material is only being used oncefor a classpresenation or
project. This is important in caseyou should changeyour mind and want to use material for commercial
or extended purposes;you would have a record of the copyright information and of where and when you
found the material.

What if | want more information?

Further information, related speci cally to the use of copyrighted works in the classraom, can be found
at http://fairuse.stanford.edu/
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Honor Code

Students, including TAs, are held accourtable for adhering to established community stan-
dards at Stanford, including in particular the Stanford Fundamertal Standard and the Stan-
ford Honor Code. Both are discussed in detail at the Judicial Aairs Oce Website,
http://www.stanford.edu/dept/vpsa/judiciala airs/guiding/honor code.tm. Here se\eral key points are
summarized.

The Stanford Fundamen tal Standard

The Fundamental Stanford states simply that

Students at Stanford are expectedto show both within and without the University suc
respect for order, morality, personal honor and the rights of others as is demanded of good
citizens. Failure to do this will be su cien t causefor removal from the University.

While TAs have an obvious role to play in assuringthe compliancewith the Honor Code of studernts
in their classesthey should alsokeepin mind that they are expectedto perform their duties in a manner
appropriate under the Fundamental Standard.

The Stanford Honor Code

In the spring of 1921, after a seven-year campaign by the student body, the rst campus-wide honor
systemwas formally adopted by the University. The Code underwert various changesthrough the years,
most recertly in the spring of 1977. Modi cations to theseand other codesof student conduct are drafted
and enactedby the Student Conduct Legislative Council in accordancewith the proceduresset forth in
\The Legislative and Judicial Charter of 1968."

The standard of academicconduct for Stanford students is as follows:

1. The Honor Code is an undertaking of the studerts, individually and collectively:

(a) that they will not give or receive aid in examinations; that they will not give or receivwe
unpermitted aid in classwork, in the preparation of reports, or in any other work that is to
be usedby the instructor asthe basisof grading;

(b) that they will do their share and take an active part in seeingto it that others as well as
themselvesuphold the spirit and letter of the Honor Code.

2. The faculty on its part manifests its con dence in the honor of its students by refraining from
proctoring examinations and from taking unusual and unreasonableprecautions to prevent the
forms of dishonesy mertioned above. The faculty will also avoid, as far as practicable, academic
proceduresthat create temptations to violate the Honor Code.

3. While the faculty alonehasthe right and obligation to setacademicrequiremerts, the students and
faculty will work together to establish optimal conditions for honorable academicwork.

Examples of conduct which have beenregardedas being in violation of the Honor Code include:

Copying from another's examination paper or allowing another to copy from one's own paper;
Unpermitted collaboration;
Plagiarism;

Revising and resubmitting a quiz or exam for regrading without the instructor's knowledge and
conseirt;

Giving or receiving unpermitted aid on a take-homeexamination;
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Represeting as one'sown work the work of another; and

Giving or receiving aid on an academic assignmem under circumstancesin which a reasonable
personshould have known that such aid was not permitted.

In recert years, most student disciplinary caseshave involved Honor Code violations; of those, the
most frequert is plagiarism. The ordinary penalty for a rst o ense is a one-quarter suspension from
the University, 40 hours of community service, and a grade of \No Credit" for the classin which the
violation occurred. The ordinary penalty for a multiple violation (e.g. cheating more than oncein the
samecourse)is a three-quarter suspension, 40 or more hours of community service,and a grade of \No
Credit."

Information And Advice For Students Ab out The Stanford Honor Code

STANF ORD UNIVERSITY
STANF ORD, CALIF ORNIA 94305-3010

Oce Of Judicial Aairs
Stanford Univ ersity

459 Lagunita Driv e, Suite 9
Stanford, CA 94305-310
(650) 725-2485

INF ORMA TION AND ADVICE FOR STUDENTS ABOUT THE STANF ORD
HONOR CODE

In 1992-93,about 40 studerts, the vast majority of them undergraduates, violated the Honor Code,
were suspendedfor one or more quarters and received gradesof No Credit in the coursesinvolved.

Consequencesan also be indirect. Although the judicial processis con dential and no recordings
appear on transcripts, many law schools, bar examinersand employersrequire disclosureof a disciplinary
record as part of their application procedures.

Most Honor Code violations are unplanned, the result of hasty and ill-considered decisions. Some
violations are even unintended, the result of not knowing or not understanding the instructor's guidelines
for a particular assignmen or examination. While ignorancemay explain a violation, it doesnot excuse
a violation and these students usually facethe samepenalty asdo others.

Although people make bad decisionsall the time and usually learn from their mistakes,the process
of dealing with the consequence®f one's mistakesis rarely pleasar. Some mistakes, however, can be
avoided and the following suggestionsare o ered to help you avoid Honor Code violations and other
academicdisasters.

Make sure that you know and understand all guidelinesfor academicassignmeits. They frequertly
vary from courseto course,instructor to instructor, and assignmet to assignmen. If you areunsure,
ask the instructor or teaching assistarnt; do not rely upon other studerts for this information.

Be prepared in your academicwork. Usethe establishedsupport systemsto avoid the tight spots
of not meeting homework deadlines, di cult y with a paper, or insu cien t study time for exams.
Seekout your advisor, your AA, TAs or academictutors at the Certer for Teading and Learning.
Use your fellow students as well, but be careful that your collaboration or consultation does not
extend into unpermitted territory .

As a matter of routine for in-class examinations, avoid sitting near anyone with whom you have
studied. It is not uncommon for students who know ead other well and study together to have
similar material in their headsthat leadsto similar results on exams, including similar mistakes.
These similarities can causereasonablepeople to question your honest, a situation that can be
avoided by the simple precaution of sitting distant from your study partners.
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If you nd yourselfin a bind and needto usethe ideas,approaces,computer code, etc. of another
in order to complete an assignmen, indicate that fact clearly on the work that you submit. You
may get a lower grade for your reliance on others but you won't be accusedof plagiarism.

If you nd yourself tempted to take a dishonestshortcut, try to stand back and identify options.
Think about the consequencesf you're caugh: embarrassmen and loss of self-resgect, impact
on your academiccareer,impact on your family, and the possibleimpact on your life after Stan-
ford. If you considerthese consequencesthe alternativ es(e.g., dropping the course,arranging an
Incomplete) can look pretty attractiv e.

In general, and this refers to nonacademic situations as well as academic, don't make critical
decisionsif your judgment is impaired. This includes feelings of panic, grief, and desperation as
well asthe in uences of alcohol or other drugs.

Think beforeyou act. And if you're in no shape to think, don't act at all { unlessit's to seekhelp.
Most Stanford students needhelp at one time or another and the campusresourcesinclude people
whoseonly job is to help students solve their problems. If you needthem, seekthem out.

Interpretations and Applications of the Honor Code

In the spring of 1977,the Studert Conduct Legislative Council authored and adopted the following

guidelinesto assiststudents and faculty in understanding their rights and obligations under the Univer-
sity's Honor Code. The most recent revisionsto the original text were adopted in the spring of 1985.

While an instructor's failure to obsene these guidelines might be viewed as an extenuating circum-

stancein ewaluating penalty options for a student's misconduct, it would not preclude the initiation of
an otherwise warranted charge against the studert.

1. General

(@) The Honor Code is agreedto by ewvery student who registers at Stanford University and by
every instructor who acceptsan appointment

(b) The Honor Code provides a standard of honesty and declaresthat compliancewith that stan-
dard is to be expected. It doesnot contemplate that the standard will be self-enforcingbut
calls on studerts, faculty, and administration to encouragecomplianceand to take reasonable
stepsto discourageviolations. If violations occur, proceduresare prescribed by the Legislative
and Judicial Charter. However, the Honor Code depends for its e ectiv enessprimarily on
the individual and collective desire of all members of the community to prevent and deter
violations rather than on proceedingsto imposepenalties after violations have occurred.

(c) 1t must be understood that the individual and collective responsibility of the students for
upholding the Honor Code (including so-calledthird-part y responsibility) was not imposed
upon the students by the administration or the faculty but was assumedby the studerts at
their own request. Without such studert responsibility, the Honor Code cannot be e ectiv ely
maintained.

(d) In interpreting and applying the general provisions of the Honor Code, it should be kept
in mind that although primary responsibility for making the Code e ectiv e rests with the
studerts, faculty cooperation is essetial, since the faculty setsthe academic requiremerts
which studerts are to meet. The faculty should endeavor to avoid academicrequiremerts and
procedureswhich place honorable and conscietious students at a disadvantage. The faculty
should also be ready and willing to consult with students and should be responsive to their
suggestionsin these matters.

2. Speci c Interpretations and Applications

(@) Third-part y responsibility A primary responsibility assumedby studerts is to discouragevio-
lations of the Honor Code by others. Various methods are possible. Drawing attention to a
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(b)

(©

(d)

(e)

(f)

suspected violation may stop it. Moral suasionmay be e ectiv e. Initiating formal procedures
is a necessaryand obligatory remedy when other methods are inappropriate or have failed.
Faculty members have lik e responsibilities when suspected violations cometo their attention.

\Pro ctoring"

Proctoring meansbeing presert in the examination room during a written examination, with
the following exceptions: 1) The prohibition against proctoring should not be construed to
prohibit aninstructor or teaching assistart from remaining in the examination room for the rst
few minutes to distribute and explain the examination; or from visiting the examination room
briey to transmit additional information; or from returning at the end of the examination
to collect examination papers. 2) Nor does the prohibition against proctoring prohibit an
instructor or teaching assistart from visiting the examination room in responseto specic or
prior reports from students that cheating hasbeenobsened, in connectionwith that exam, to
investigate the basisfor suc reports. The instructor or teaching assistart may also visit the
examination room brie y and infrequertly in order to answer studerts' questions.

\Un usual and unreasonableprecautions” In interpreting and applying this provision, consider-
ation shouldbe givento standard procedureswhich are customary to Stanford and the needfor
cooperation betweenstudents and faculty in making the Honor Code e ectiv e. The following
situations are cited as examples:

An instructor should not require students to identify themselvesbeforebeing admitted to
an examination room, or require studernts to submit in advanceto being searded for notes
or other materials, or maintain surveillance upon students who leave the examination
room. Nor should the instructor take deliberate stepsto invite dishonesy in order to
entrap students. Proceduresof this kind would be unusual and unreasonable.

On the other hand, an instructor may require copies of an examination or test to be
returned after the examination. When possible, alternate seating should be provided
and used for all examinations. To avoid controversy in any rereading or regrading of
students' work, the instructor may take measuresby which the original work may be clearly
identi ed. An instructor who requires students to make up a missedtest or examination
may administer a di erent test or examination of equivalent range and di cult y. Such
proceduresare not to be construed as unusual or unreasonable.

\Pro ceduresthat create temptations to violate the Honor Code" Although studerts are ex-
pected to resist temptations to cheat, the faculty should endeasor to minimize inducemerns
to dishonesy. Examples of undesirable proceduresinclude the following: failure to give clear
directions and instructions concerningcourserequiremerts and the limits of acceptablecollab-
oration in coursework; treating required work casuallyasif it wereunimportant; carelessneser
inconsistencyin maintaining security of examinations or tests; reusing an examination which
is neither kept securefrom public exposure nor made available to all studerts. If take-home
examinations are given, they should not be closed-tbok examinations, nor should there be a
speci ¢ time limit lessthan the full period betweenthe distribution of the examination and its
due date. Suc proceduresplace honorable and consciettious students in a di cult position
and often at a disadvantage.

\P enalty grading" Under the Legislative and Judicial Charter, students are not to be penalized
for violations of the Honor Code without notice, hearing and adjudication, astherein provided.
An instructor may not, therefore, lower a studert's grade or imposeany other academicpenalty
on the grounds of dishonesy in the absenceof such formal proceedings.

Taking tests outside the examination room Provided that alternate seatsare available, tests
will be taken from the classraom only with the consen of the instructor.



