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	ASE 101

ACADEMIC STUDENT EMPLOYEE (ASE)

                DESCRIPTION OF DUTIES FORM

	To be completed by Supervisor:           
Term - select only one:     FORMCHECKBOX 
 Fall       FORMCHECKBOX 
 Winter       FORMCHECKBOX 
 Spring       FORMCHECKBOX 
 Summer
Employee (Print Name ):       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
         

Supervisor (Print Name):       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
       Phone:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
        

Department:       

 FORMTEXT 
     

 FORMTEXT 
       If applicable, provide location where work will be performed:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
       

For ASE’s with course-related duties, please complete:
Course #:       

 FORMTEXT 
      Title:      

 FORMTEXT 
     

 FORMTEXT 
      Location:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
       Day/Time:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	APPOINTMENT TYPE:    FORMCHECKBOX 
 Teaching Associate    FORMCHECKBOX 
 Graduate Assistant     FORMCHECKBOX 
 Instructional Student Assistant (ISA) 

	The job duties designated below are required of the employee for term identified.  Must complete separate ASE101 each term.  Please check the appropriate items and describe, as applicable:
 FORMCHECKBOX 

Attend course lectures     

 FORMCHECKBOX 

Preparation   

 FORMCHECKBOX 

Present lectures - Frequency/dates:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
        

 FORMCHECKBOX 

Provide research assistance     

 FORMCHECKBOX 

Instruction/supervision of       sections/courses/labs per week

 FORMCHECKBOX 

Proctor examinations

 FORMCHECKBOX 

Maintain/submit student records (e.g. grades)         

 FORMCHECKBOX 

Evaluate student assignments

 FORMCHECKBOX 

Hold       office hours per week      

 FORMCHECKBOX 

Perform individual and/or group tutoring

 FORMCHECKBOX 

Attend Supervisor/ASE(s) meetings - Frequency/duration:         

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
 FORMCHECKBOX 

Read and evaluate student papers.  Describe:        

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
 FORMCHECKBOX 

Perform other tasks as assigned.  Please list:         

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
      

The supervisor will perform class observations.   Yes           No       
Expected Hours per week:      

 FORMTEXT 
     
*Any significant change in these job duties requires a revised ASE 101 form.


	A Teaching Associate or Graduate Assistant with a 50% time-base appointment shall normally be assigned a workload of no more than 220 hours per quarter.  A Teaching Associate or Graduate Assistant with an appointment of 50% time-base or less shall normally be assigned a workload of no more than 8 hours in any one day and 40 hours in any one week.  The number of hours worked in excess of 20 hours per week may not normally total more than 50 hours per quarter.  Instructional Student Assistants work part-time (typically 1 - 5 hours per week, but may not exceed 20 hours per week) during academic periods.  They may have concurrent assignments in other student job classifications as long as the maximum 20 hours are not exceeded. 

	Pursuant to Article 2.11 of the Collective Bargaining Agreement between the California State University and the United Auto Workers Local Union 4123, this appointment automatically expires at the end of the period stated and does not establish an obligation for a subsequent appointment.  Fee Waiver is not available for 2012/2013 academic year.  

Unit 11 Collective Bargaining Agreement and State of California Loyalty Oath Information:  http://www.calstate.edu/LaborRel/Contracts_HTML/CBA_Contract/index.shtml
UAW Local 4123 website: http://www.uaw4123.org

	I hereby accept and have received a copy of this appointment. 
________________________________         __________

Student Signature                                             Date
	I have advised the ASE listed above regarding the department orientation session scheduled on       

 FORMTEXT 
     

 FORMTEXT 
      (if none, indicate “none”).
_______________________________      ____________

Supervisor Signature                                   Date


Original:  Department File     Copy:  Supervisor and ASE                                   Academic Personnel Form ASE 101  7/26/2012

http://content-calpoly-edu.s3.amazonaws.com/academic-personnel/1/PDF/ase101.doc

