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	<Department>


<REVSION DATE>

Private and Confidential

<FIRST NAME LAST NAME>

<ADDRESS LINE 1>

<CITY, PROVINCE>

<POSTAL CODE>

Re: Revised Contract Hours and/or Workload Responsibilities - <POSTING TITLE JOB TITLE>
Dear <APPLICANT FIRST AND LAST NAME >,

Please carefully review the changes to your hours of work and workload responsibilities.  

1. Workload and Hours of Work

The total hours of work for this opportunity have changed from <ORIGINAL CONTRACT HOURS> to <NEW CONTRACT HOURS>.
2. Duties and Obligation 

As a/an <TEACHING ASSISTANT/GRADUATE ASSISTANT>, you are expected to discharge the duties and obligation as per Article 12 of CUPE Local 3904 – Unit 3 Collective Agreement.  Details of these responsibilities pertaining to this opportunity are provided on the next page of this document.
3. Workload Confirmation
You and your supervisor must meet to review and confirm the new hours of work and the expected hours of work breakdown and any further details that may be appropriate and necessary.  You are expected to bring to document to this meeting, the Revised Workload Responsibilities and Hours Form on the next page of this document.
Sincerely yours,

<NAME OF CHAIR>

Chair, <DEPARTMENT>
<DEPARTEMNT DESCRIPTION>

REVISED WORKLOAD RESPONSIBILITIES AND HOURS FORM

	<APPLICANT FIRST AND LAST NAME >
	
	<MANAGER/SUPERVSIOR>

	Employee
	
	Supervisor

	<DEPARTMENT/SCHOOL>
	
	<YEAR/TERM DESCRIPTION>

	Department
	
	Academic Term & Year

	<COURSE>
	
	<SECTION>

	Course
	
	Section


Scheduled Work Days and Times: ____________________________________________________________
	Responsibilities & Estimated Hours for Each
	Midpoint Review:

Hours Completed

	Notes

	<RESPONSIBILITIES FROM JOB POSTING>
<SAMPLE RESPONSIBILITIES>
% or 00.0 Hours/Term Preparation for classes; preparation of written or audio-visual materials; revising and maintaining course related material.
% or 00.0 Hours/Term Attending lectures.
% or 00.0 Hours/Term Serving as tutor; leading discussions.
% or 00.0 Hours/Term Supervising laboratories; demonstrating and explaining the use of equipment; helping students perform technical procedures; assisting students in project work in specified laboratories; helping students perform and solve given course-related assignments; setting up experiments.
% or 00.0 Hours/Term Coordinating/leading the work of others (e.g. other GAs/TAs).
% or 00.0 Hours/Term Holding office hours
% or 00.0 Hours/Term Consulting with students (including electronic consultation).
% or 00.0 Hours/Term Assisting in the grading of tests, lab sets, essays and term papers. Proctoring tests, midterms and quizzes.
% or 00.0 Hours/Term Monitoring the working condition of equipment in the assigned laboratory/learning environment.
% or 00.0 Hours/Term Conferring with the Supervising Instructor; attending mandatory training provided by the Supervising Instructor.
% or 00.0 Hours/Term Attending employer orientation workshops; attending mandatory employer training.
% or 00.0 Hours/Term Performing invigilation duties for mid-term or final exams as required.

000.00 Estimated Total Hours of Work*
	
	


*Actual hours may vary at offer time dependent on qualifications and determined rate of pay. Employees can work up to a maximum of 130 hours per semester or 390 hours per academic. Employees shall not be guaranteed work and when not on assignment they shall not receive any pay or payment in lieu of benefits.
	
	
	

	Employee Signature – 1st Review Meeting
	
	Supervisor Signature – 1st Review Meeting

	
	
	

	Employee Signature – 2nd Review Meeting
	
	Employee Signature – 2nd Review Meeting
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