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TA Assignment Process Overview 
 Step 1: Instructor Priority Selection
When you are teaching a course with an assigned TA position, you have first priority to assign a graduate student you advise or have an ongoing working relationship with. Note: if you advise graduate students who have TA quarters committed in their offer letter, but you are not teaching during a given quarter, our Office Manager (Levi Sy) will contact you and the student in Step 2.
 Step 2: Assigning Students with Guaranteed TA Quarters
After initial instructor selections, Office Manager (Levi Sy) will contact all students who still have remaining TA quarters committed through their admission funding letters, and their faculty advisors. 
A.      If students and their advisors agree that the student should request an available TA position: 
 i.            The students will, with their advisor’s approval, send Office Manager (Levi Sy) their course preferences and statements of (a) relevant subject matter expertise and (b) teaching experience.
 	ii.            Our Office Manager (Levi Sy) will collect this information from all interested grad students and send to instructors for review and selection. 
B.      Instructors may: 
i.            Approve the applicant if only one student is interested or select the top student from multiple candidates. The student is assigned as TA.
ii.            Decline the assignment by providing a justification for why the pool of candidate(s) is unsuitable, (e.g., missing experience or required skills) and the TA position will be advertised in Step 3.
C.      If a student with remaining TA quarters is not selected for a TA position, the TA quarter will be retained for future assignment.
 
Step 3: Open TA Recruitment
Remaining TA positions will be advertised to all SEFS graduate students.
A.      Instructors will review and rank applicants.
B.      Final assignments are determined by the Executive Committee, considering instructor rankings and overall program needs.
C.      If any remaining TA spots are unassigned, we will send out another call for applications to SEFS and the College of the Environment grads; if a third round is needed, send another call to all UW campus grads. 
 Step 4: Appointment and Finalization
Once assignments are approved:
A.      Office Manager (Levi Sy) will send the appointment package (offer letter and job description) to the instructor and student.
B.      After signed appointment packages are received, the TA appointment will be entered into Workday.
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