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1. Guidelines Purpose

[bookmark: _Int_1WA3zZNG]The purpose of this document is to provide guidelines to help instructors working with GTAs.  These guidelines are based on best practices for managing GTA for several years under the Student Success grant. It specifically addresses how to: solicit potential GTA candidates; evaluate applications; interview applicants; complete the hiring process; build the work schedule; connect GTAs and students; gather weekly progress reports; conduct periodic follow-up meetings; deal with students’ conflict; and train and evaluate GTAs.


2. Soliciting Candidates for GTA positions

[bookmark: _Int_0bFlfOEt]Past experience shows that the best candidates for GTA positions are graduate students who completed their undergraduate work at KSU and have successfully completed the course(s) for which they are hired as GTAs. These candidates are familiar with the KSU learning environment, know the courses, and know faculty expectations of students in the courses. Other potential candidates are those who have successfully completed the courses at another institution and have a strong computing background.

The recommended timeline is 8 to 10 weeks before the start of the new semester for which you are hiring. It is important to have the student commitment early on to ensure that the paperwork is completed by the Graduate College deadline.

To identify potential candidates:

a. Check CCSE GTA Applicant Pool: CCSE maintains a list of applicants for GTA positions. Some of the applicants have successfully completed the GTA training. The pool indicates which students have successfully completed the training in the Excel sheet that lists all the students in one place with their application entries and which documents they uploaded. The list of applicants is updated on a regular basis. Faculty are recommended to request access is by using the CCSE GTA Applicant Pool Access Request form linked in the "Paperwork service for hiring GRAs and GTAs" area of this page https://campus.kennesaw.edu/colleges-departments/ccse/faculty-resources/index.php. For help with access to the list, please contact Ms. Ashley McClure, Student Success Manager.

b. Look at the early courses in the relevant master’s program. For example, looking for a GTA for a CS course, CS 3305, I would look at the class rosters for CS 6000-level courses. Review student’’ credentials and performance, year granted BS degree, GPA (3.0 or higher), grades in related undergraduate courses, KSU work experience as TA or Tutor, etc.

c. [bookmark: _Int_BaODNsfG]Compile a list of potential candidates for solicitation and rank the candidates for position fitness.

d. Reach out to the candidates for availability and interest in a GTA position.

e. Request current CV from those who express interest in the position.

Note 1: To list an open position, you can add it to a shared Excel Sheet located at this link: https://campus.kennesaw.edu/colleges-departments/ccse/resources/financial-assistance-programs.php, in item #2, under the "Graduate Assistantship Positions & Application" expandable area.


3. Evaluate Potential Applicants

To narrow the list for best-fit candidates, consider the following:

a. Did the student successfully complete the course(s) for which you are hiring a GTA?

b. Does the student have work experience relevant to the position and course(s) (TA, Tutor, Lab Assistant, etc.)?

c. Did the student perform well in other related/perroquets (computing) courses?

d. Rank the candidates and follow up for in-person interviews.


4. Interviewing Selected Applicants

a. Ask what their experience was when taking the course. Did they enjoy the course?

b. Ask about the course work they did in the course. Did they feel they learned the course topics?  Ask the student about specific topic(s) covered in early course. For example, a question for a GTA for Data Structures course would be: “Explain how memory allocation is done for a primitive-type variable vs. An object-type variable”.  A question for a GTA for Intro programming course would be: “Show how you write a sentinel loop that prompts a user input to do simple calculation”. 

c. Ask specifically about assignments/projects they did in the class. What assignments did they work on? How did they get help completing the work? What was the quality/usefulness of the received help?

d. Ask about interpersonal qualities such as: Do you enjoy working with other students? Do you like helping other students? Can you give an example helping other students in past courses? How do you explain complex concepts to students from non-computing majors? What would you do if you noticed plagiarism on an assignment?

e. Explain the GTA role and their responsibilities for the position (expected tasks). Please note that the GTA duties may vary but can include the following: holding office hours; grading homework and programming assignments; schedule one-on-one help sessions; mentoring exam; help faculty with in-class activities; re-grade assignments when the grades are disputed; update feedback/grades in D2L; make recommendations to improve homework assignments and grading rubrics; make accommodation decisions, and other. The specific duties are articulated in the GTA hiring contract. The GTA may not set grading policy; make accommodation decisions; and change grades assigned by the instructor.

f. Explain the required time commitment based on the GTA Tier level (Tier-1: 10 hrs./week; Tier-2: 15 hrs./week; Tier-3: 20 hrs./week).  It is important to emphasize that these are the absolute maximum hours per HR guidelines.
 
g. [bookmark: _Int_6a39QFJh]Explain the time distribution among the work tasks: in-person office hours, virtual office hours, grading time, and any other tasks the GTA is expected to perform. The allocation of office hours should match the modality of the course sections (in-person, hybrid, online) to accommodate students in all sections.

h. Stress the need for flexibility to schedule one-on-one help sessions outside the scheduled office hours. This is to accommodate students who may have limited time (due to work and other commitments) to meet with GATs during their scheduled hours.


5. Hiring and Paperwork

[bookmark: _Int_1V1FfVtU]The CCSE Research Support Team can assist faculty with hiring paperwork. They can be reached at ccseresearchsupport@kennesaw.edu. Please pay attention to the hiring deadline posted in Graduate College website: https://campus.kennesaw.edu/colleges-departments/graduate/graduate-assistantships/index.php#dates 

Please work with the CCSE Research Support Team to complete the paperwork. Follow the GTA/GRA hiring process defined by CCSE and Graduate College. Please connect with administrative staff responsible for completing the paperwork to avoid delay and repeated filing of forms. Forms are revised frequently; using old forms causes delays and extra work. Furthermore, please confirm the funding source (combo code) with your chair before filling out the paperwork. Alos, be aware that funding may come from different sources (i.e., different combo codes).

The Graduate College provides a wealth of information regarding graduate assistantships, including the types of assistantships; the different tiers and compensation levels; the hiring deadlines; and the required form for each type of assistantship. Please visit this page:

https://campus.kennesaw.edu/colleges-departments/graduate/graduate-assistantships/index.php


6. Building Work Schedule

If you are the hiring person for one or more GTAs, you are recommended to build a work schedule with the goal of covering more time during the week. It is important to have the GTA cover different days of the week and different times of the selected days. This provides more opportunities for students to interact with the GTA. 

The first step is to work the time allocation for GTA given the following key considerations: The GTA tier-level, the modality of the course sections, number of programming assignments (assuming GTAs only grade assignments), and course enrollment. For example, CS 3305 is offered both in-person and online modalities. Also, the course requires students to complete about 9 programming assignments. Table-1 shows time allocation for GTAs from Spring 2026 semester. The allocation is based on the Tier-level, the modality of sections assigned to each GTA, and the number of students in each section. Please note that students in CS 5040 do fewer homework assignments. In this case, CS 5000 and CS 5040 are assigned to the same GTA.

Table-1: Sample time allocation.
	Course Assignment – Spring 2026
	Course
	Days
	Time
	Instructor
	GTA

	CS 3305/01
	T R
	11:00AM-12:15PM
	Haddad, Hisham
	GTA 2

	CS 3305/02
	T R
	12:30PM-1:45PM
	Haddad, Hisham
	GTA 2

	CS 3305/03
	M W F
	11:15AM-12:05PM
	Dodda, Srilekha
	GTA 2

	CS 3305/04
	T R
	12:30PM-1:45PM
	Dinadayalane, Jyothsna
	GTA 4

	CS 3305/W01
	 
	N/A-N/A
	Dodda, Srilekha
	GTA 5

	CS 3305/W02
	 
	N/A-N/A
	Wang, Lingyan
	GTA 3

	CS 3305/W03
	 
	N/A-N/A
	Wang, Lingyan
	GTA 3

	CS 3305/W04
	 
	N/A-N/A
	Bradley, Maxwell
	GTA 5

	CS 5000/01
	T
	5:00PM-6:15PM
	Trajkova, Milka
	GTA 1

	CS 5000/W01
	 
	N/A-N/A
	Haddad, Hisham
	GTA 1 

	CS 5040/01
	W
	3:30PM-4:45PM
	Islam, Sahidul
	GTA 1

	CS 5040/W01
	 
	N/A-N/A
	Islam, Sahidul
	GTA 1




	
GTA Office Hours Allocation:
	GTA
	Online Hrs
	F2F Hrs
	Grading
	Assigned Professor(s)

	GTA 1
	5
	8
	7
	Trajkova  + Haddad + Islam

	GTA 2
	5
	8
	7
	Haddad + Dodda 

	GTA 3
	5
	8
	7
	Wang

	GTA 4
	3
	4
	3
	Dinadayalane

	GTA 5
	4
	6
	5
	Dodda + Bradley


 * GTAs use office hours (when idle) and remaining work hours for grading assignments.




The next step is to have the GTA work together to build their office hours around their courses and other commitments. The goal is to minimize overlapping office hours and maximize weekly time coverage. As the supervisor, it is important to remind the GTAs to be flexible to schedule one-on-one help sessions outside their scheduled office hours whenever possible. This is to accommodate students who may not be able to meet with GTAs during their scheduled office hours. Table-2 shows office hours schedule and grading time for CS GTA for Spring 2026. The final schedule takes a number of rounds of communication among the GTAs and the supervisor. As the supervising faculty, review the schedule to ensure maximum coverage. 

Table-2: Sample GTAs work schedule. 
	In-Person Hours
	Virtual Session

	 
	Mon.
	Tue.
	Wed.
	Thur.
	Fri.
	Mon.
	Tue.
	Wed.
	Thur.
	Fri.

	9:00 - 9:30 AM
	 
	NT
	 
	 
	 
	 
	 
	 
	 
	 

	9:30 - 10:00 AM
	 
	NT
	 
	 
	 
	 
	 
	 
	 
	 

	10:00 - 10:30 AM
	KN
	NT
	 
	RNG
	 
	RNG
	 
	 
	NT
	RNG

	10:30 - 11:00 AM
	KN
	NT
	 
	RNG
	 
	RNG
	 
	 
	NT
	RNG

	11:00 - 11:30 AM
	KN
	NT
	 
	RNG
	 
	RNG
	KN
	 
	NT
	RNG

	11:30 - 12:00 PM
	KN
	NT
	 
	RNG
	JT
	RNG
	KN
	 
	NT
	RNG

	12:00 - 12:30 PM
	KN
	NT
	NL
	RNG
	JT
	RNG
	KN
	 
	NT
	NL

	12:30 - 1:00 PM
	KN
	NT
	NL
	RNG
	JT
	RNG
	KN
	 
	NT
	NL

	1:00 - 1:30 PM
	KN
	NT
	NL
	RNG
	JT
	NL
	KN
	 
	NT
	NL

	1:30 - 2:00 PM
	KN
	NT
	NL
	RNG
	JT
	NL
	KN
	 
	NT
	NL

	2:00 - 2:30 PM
	KN
	NT
	NL
	RNG
	JT
	NL
	KN
	 
	NT
	 

	2:30 - 3:00 PM
	KN
	NT
	NL
	RNG
	JT
	NL
	KN
	 
	NT
	 

	3:00 - 3:30 PM
	KN
	RNG
	NL
	RNG
	JT
	NL
	 
	JT
	 
	 

	3:30 - 4:00 PM
	KN
	RNG
	NL
	RNG
	NL
	NL
	 
	JT
	 
	 

	4:00 - 4:30 PM
	 
	RNG
	NL
	NT
	NL
	 
	 
	JT
	 
	 

	4:30 - 5:00 PM
	 
	RNG
	 
	NT
	NL
	 
	 
	JT
	 
	 

	5:00 - 5:30 PM
	 
	 
	 
	NT
	NL
	 
	 
	JT
	 
	 

	5:30 - 6:00 PM
	 
	 
	 
	NT
	NL
	 
	 
	JT
	 
	 

	6:00 - 6:30 PM
	 
	 
	 
	 
	NL
	 
	 
	 
	 
	 

	6:30 - 7:00 PM
	 
	 
	 
	 
	NL
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LEGEND
	 
	 
	 
	 
	 
	 
	 
	 

	GTA 1 
	NT
	 
	 
	 
	 
	 
	 
	 
	 

	GTA 2 
	NL
	 
	 
	 
	 
	 
	 
	 
	 

	GTA 3 
	RNG
	 
	 
	 
	 
	 
	 
	 
	 

	 GTA 4 
	JT
	 
	 
	 
	 
	 
	 
	 
	 

	GTA 5 
	KN
	 
	 
	 
	 
	 
	 
	 
	 



The next step is to share the GTAs information and their work schedule with other faculties teaching the course sections.  At this time, request that the faculty, teaching sections of the course, post information in their D2L sections for their students to access. Also, request that the faculty provide their assigned GTAs with access to their D2L sections to be able to access and grade homework assignments. The recommended D2L access role is “Non-Edit Instructor”.  Table-3 shows Spring 2026 GTAs information shared with the faculty. It shows only the first 2 GTAs information.

Table-3: Sample GTAs information shared with faculty.
	Spring 2026 CS GTAs Schedule 

CS GTAs are dedicated for CS 3305/5000/5040. The GTAs contact information and office hours are listed below. The GTAs may be available outside scheduled office hours by appointment. Students who are unable to meet the GTAs during scheduled office hours may email the GTAs to set up one-on-one help sessions. In-person office hours will be held in the CCSE Computer Lab, located on the second floor of the Atrium (J) building. Furthermore, the CCSE Computer Lab provides plenty of help. If you cannot get help from the CS GTAs, please seek help from other GTAs/TAs/Tutors working in the lab. The College provides plenty of help and support to CCSE students in all courses. Please take advantage of this valuable resource to help you succeed in your classes.

============= CS GTAs for CS 3305/5000/5040 =============

Ms. GTA 1
 Email:  
Office: CCSE Computer Lab, second floor.
Virtual office: MS Teams, Meeting Room 4, URL:
https://teams.microsoft.com/l/team/19%3aJ3z7zRhSxIuobpEVBCZHM6dxatWKYA7uJXQs3EK-rbM1%40thread.tacv2/conversations?groupId=58a955bc-58d9-4574-b399-f00d7c9683bc&tenantId=45f26ee5-f134-439e-bc93-e6c7e33d61c2
 
Virtual Session 1:         Thursday 10:00am – 3:00pm
In-person Session 1:   Tuesday 9:00am – 3:00pm
In-person Session 2:   Thursday 4:00pm – 6:0pm
=====================================================
 
Mr. GTA 2
Email: 
Office: CCSE Computer Lab, second floor.
Virtual office: MS Teams, Meeting Room 2, URL:
https://teams.microsoft.com/l/team/19%3aac5dd02c75794668ba6939f70b751620%40thread.tacv2/conversations?groupId=f87993c8-5683-4615-bb80-88fdca74b33d&tenantId=45f26ee5-f134-439e-bc93-e6c7e33d61c2
 
Virtual Session 1:           Monday 1:00pm – 4:00pm
Virtual Session 2:           Friday 12:00pm – 2:00pm
In-person Session 1:    Wednesday 12:00pm – 4:30pm
In-person Session 2:    Friday 3:30pm – 7:00pm
===================================================





7. Introducing GTAs to Students

Past experience showed GTAs who introduced themselves (in-person) to the students in in-person classes have reported more students visited them for help. For in-person modality classes, the faculty is strongly recommended to invite the GTAs to the class during the first or second week of the semester. At the beginning of the class, have the GTAs briefly speak to the students to introduce themselves, talk about their experience when they took the course, talk about how they can help, and invite the students to reach out to them when they need help.  This brief introduction helps the students connect with GTAs and know them in-person, not just a name on a webpage.  For online classes, the faculty may ask the GTA to produce a short video with the same information a GTA would provide in class settings. The video would be posted in D2L, preferably in the same module that provides the GTAs information and office hours. The faculty may ask the students to watch the video and connect with the GTA to self-introduce.


8. Weekly Progress Reports

The purpose of the weekly report is to track GTAs' work progress, the time they spent helping students and grading assignments, and to collect data about students who came for help and the issues they needed help with. This data is collected weekly from the GTAs. The weekly report is a simple excel sheet that the GTAs update every week and send to the supervising faculty.  Table-4 shows a sample GTA report.
 
Table-4: Sample GTA weekly report.
	Course:
	   CS 3305/5000/5040 - Spring 2026

	GTA Name:
	   GTA 1

	 
	 
	 
	 

	Week of: 
	Monday
1/12/2026
	 
	 

	 
	Date
	Hours worked
	Work completed

	Monday 
	1/12/2026
	 
	 

	Tuesday
	1/13/2026
	6
	In-person office hours 9:00 pm - 3:00 pm
 - Samriti Rohta wanted to clarify how she can attend GTAs office hours (CS5000 01, Professor Trajkova).

	Wednesday
	1/14/2026
	 
	 

	Thursday
	1/15/2026
	7
	Virtual office hours 10:00 am - 3:00 pm
 - Subat Amin needed help with printing star pattern for Assignment 1, part 3 (CS5040 W01, Professor Islam).
 - Marcus Collins wanted to make sure that he correctly understands instructions (CS5000 W01, Dr. Haddad).
 - Owen Chilongo needed help with setting up Java on MacOS (CS5000 W01, Dr. Haddad).
 In-person office hours 4:00 pm - 6:00 pm 
- Dyck Cotrina Ridia needed help with setting up Java and IntelliJ and understanding the assignment instructions (CS5000 W01, Dr. Haddad).

	Friday
	1/16/2026
	 
	 

	Saturday
	1/17/2026
	 
	 

	Sunday
	1/18/2026
	 
	 

	 
	 
	 
	 

	Week of: 
	Monday
1/19/2026
	 
	 

	 
	Date
	Hours worked
	Work completed

	Monday 
	1/19/2026
	 
	 

	Tuesday
	1/20/2026
	6
	In-person office hours 9:00 pm - 3:00 pm
 - Tim Costello reached out with a question regarding input validation (CS5040 W01, Professor Islam).

	Wednesday
	1/21/2026
	 
	 

	Thursday
	1/22/2026
	7
	Virtual office hours 10:00 am - 3:00 pm
 - Jayden Demercado reached out with a question regarding requirements for Assignment 1, program 2 (CS3305 W04, Professor Bradley).
 - Perkins, Ariyana had a question about output format in Assignment 1 (CS5040 W01, Professor Islam).
 In-person office hours 4:00 pm - 6:00 pm 
- Dyck Cotrina Ridia had questions about variable declaration and initialization (CS5000 W01, Dr. Haddad).

	Friday
	1/23/2026
	1
	Graded Assignment #1 (CS5040, Professor Islam)

	Saturday
	1/24/2026
	3
	Graded Assignment #1 (CS5040, Professor Islam)

	Sunday
	1/25/2026
	3
	Graded Assignment #1 (CS5040, Professor Islam)

	 
	 
	 
	 

	Week of: 
	Monday
1/26/2026
	 
	 

	 
	Date
	Hours worked
	Work completed

	Monday 
	1/26/2026
	0.5
	Graded Assignment #1 late submissions (CS5040, Professor Islam)

	Tuesday
	1/27/2026
	6
	In-person office hours 9:00 pm - 3:00 pm
 - Samriti Rohta needed help with understanding instructions (CS5000 01, Professor Trajkova).
 - Janie Davis needed help with setting up jGrasp and running practice examples (CS5040, Professor Islam).
 Graded Assignment #1 late submissions (CS5040, Professor Islam)


 
The collected data is used at the end of the semester to generate a final report that describes the impact of the GTAs on the success and retention rates in the course(s). The final report shows the percentage of students who sought help from the GTAs, how often a student visited with GTAs, and the success rate among students who sought help vs. those who did not.

The weekly report provides the teaching faculty with some insight into the topics that the students needed help from the GTAs. This allows the faculty to fine-tune the teaching and lecture notes to address such topics as the course progresses.


9. Periodic Meetings with GTAs

Periodic meetings with the GTAs are essential to ensure that students are being helped, and the GTAs are on track with their expected duties. In some cases, two faculty may share a GTA for different courses. In such a case, the supervising/hiring faculty would be responsible for coordination of the GTA time and responsibilities among the sharing faculty.

The first week's meeting would be to set expectations, give GTA access to D2L, discuss grading criteria, and others. It is recommended that the faculty and GTA consider grading the first assignment together, or the faculty grades few submissions of the first assignment for the GTA to follow, or the GTA grades few submissions and the faculty reviews thoroughly and provides feedback to the GTA before grading the rest of the submissions.

The second- and third-week meetings would be to ensure the GTA is on track and is following grading guidelines, and to discuss any issues the GTA may have faced. After that, the supervising faculty may meet with the GTA every 2 or 3 weeks or as needed. The meetings can be in-person or online. It is recommended to frame the meeting as a work progress meeting. Ask how things are coming along; any issues we need discuss; any suggestions to improve the assignments and grading rubrics; any ideas for new exercises to use in future assignments; what common issues students have on each assignment we need address; any behavioral issues you experienced that you would like share; and possible other questions. 

The outcome of such meetings is twofold, to get feedback to help the faculty revise and improve the assignments, if needed, for the next offering; and to assess the GTA’s commitment to working with and helping students. This is important for re-hiring decisions.


10. Dealing with GTA-Student Conflict

[bookmark: _Int_XzX8rglZ]The best practice is to insulate GTAs from direct communication with the students regarding grade disputes and other complaints. It is recommended that you ask the students to direct their concerns about the grades and feedback, and any other issues, to you (the supervising faculty), not the GTA. At the same time, instruct the GTAs to direct the students to you regarding questions about grades and feedback. Past experiences have shown that this approach avoids potential tension between the GTAs and students, and it leads to faster resolutions. As the instructor and in the case of a grade dispute, ask the student to explicitly point out what feedback, and point deduction the GTAs applied to; that does not follow the grading rubric. Then look at the student’s submission and decide. In some cases, you may need to ask the GTAs to take a second look and re-grade the submission to ensure that the GTA did not overlook/miss parts of the assignment. Common disputes were due to the GTA using different IDE to grade the code; the GTA overlooked parts of the code; the GTA mixed up the feedback for 2 students; the GTA did not completely download the assignments files, the GTA miss-typed (left) some comments in the feedback due to cut-and-paste between submissions, and others. Table-5 shows common complaints and their remediation.
 
[bookmark: _Int_TWpCDcbA]Table-5: Common grade complaints and their remediations.
	Grade Complaints
	Potential Remediation

	The GTA used a different IDE to run my code.
	Ask the GTA to re-grade the code using the same IDE the students use. IDEs may display formatted code outputs differently.

	The GTA feedback/comments do not apply to my code.
	Ask the GTA to re-grade the submission. Probably the comment was intended for another submission.

	The GTA did not review my entire code, which meets the grading rubric
	Ask the GRA to re-grade the code. Probably the GTA overlooked parts of the code.

	My code has sufficient comments and meets the requirements
	The supervising faculty reviews the code and makes a decision as to whether the comments are sufficient or not.

	The GTA deducted more points than the rubric specifies.
	The supervising faculty reviews the feedback and deducted points and makes proper adjustments to the grade.

	Some deductions are too harsh.
	The supervising faculty checks the deductions against the rubric for accuracy. If there are no issues, the supervising faculty informs the student to review the grading rubric before submission to make sure the code meets all requirements. No change to grade.

	I always added a program header, but I forgot to add the author's header this time.
	The supervising faculty may consider giving the student a break upon reviewing the student’s past submission and grades, and no repeated similar requests from the student. Otherwise, the grade stands as is.

	My files compile and run at my end. The GTA feedback says the code does not compile.
	The supervising faculty downloads the files and if they compile, ask the GTA to re-grade the submission. Probably the files did not download correctly at the GTA’s end.



The GTA may have conflicts of interest when the GTA has a friend in the course. In this case, the GTA must be asked about potential conflict of interest during the first week meeting and disclose the name of those students. This allows the faculty to monitor the grading of their work and ensure that they do not receive preferential treatment from the GTA.


11. Training and Evaluating GTAs

GTA evaluation system (training and evaluation materials) has been developed to help prepare GTAs to perform their expected duties and to help supervising instructors assess GTAs' performance.  

In the event a GTA is not meeting work expectations, the supervising faculty should consult with Mr. Sam Garbe in HR, Sam handles student employment and is able to provide help in such case.
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