Checklist for Course Preparation and Teaching Assistants
Following is a list of items you want to complete prior to the first day of class.  

□
Have you gotten a desk copy of your text(s) for your TA?

□
Has your TA reviewed any electronic media instructions provided by your college, and helped to set up a course website?
□
Has your TA helped you prepare your course syllabus, readings, handouts, quizzes and other course materials (especially those needed during the first 2-3 weeks) and either made copies or uploaded them your course website? 
□
Have you and your TA obtained a copy of the class list for creating a class roster for attendance, exams, assignments, etc.?
□
Have you or your TA visited your classroom or checked it out online to make sure that it has what you need?
□
Have you and your TA reserved any multimedia and made arrangements with any guest speakers?

□
Have you and your TA made arrangements with the college libraries for any material you want on reserve, instruction or tutorials you want for students?

