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Dear Student Employees: 

 

Congratulations on your appointment as a Teaching Assistant (TA), Peer-Led Team Learning (PLTL) 

Leader, or Academic Peer Mentor (APM). You were recommended and requested by a faculty member 

to serve in this position, which is a great honor that comes with considerable responsibility. You have 

accepted an important and challenging duty, as your role involves both the command of an academic 

subject area and strong interpersonal skills. You can encourage students to reach their academic 

potential, and your positive interaction with students can make a critical difference in their educational 

endeavors.  

The primary contact for your work as is your faculty member. Please work closely with him or her to 

ensure you are providing the best support and assistance to the students in the class. If you have any 

questions about your role, please reach out to the professor. If you are a CWAA-TA, the CWAA is also 

your direct supervisor. TAs and PLTL Leaders are limited in the number of hours per week they may 

work, depending on departmental guidelines. Be sure you understand your limits and adhere to those as 

best you can. If you have trouble managing the weekly hourly allotment, talk with your professor. You 

will also develop a relationship with your timesheet approver. Questions about your timesheet and 

related aspects of your employment should be directed to her or him, but feel free to contact Susan 

Wall in the CWAA as well. 

Thank you for your hard work and dedication to the College! 
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Teaching Assistants, Peer-Led Team Learning 
Leaders, and Academic Peer Mentors 

Teaching Assistants (TAs), Peer-Led Team Learning (PLTL) Leaders, and Academic Peer Mentors (APM) 

are typically sophomores, juniors and seniors who provide academic support to faculty and students. 

They are chosen by faculty who have recognized outstanding characteristics. They must maintain at 

least a 3.0 GPA and good community standing. 

In your TA, PLTL Leader, or APM role, you may find yourself supporting faculty and students in a variety 

of ways: in-class support, office hours, correcting assignments without assigning grades, review or PLTL 

sessions, etc. Below you will find a list of “Do’s” and “Don’ts” for this position. 

 

Please do this… But try not to do this… 

Communicate regularly with your faculty 

member, and be sure to discuss problematic 

students. 

Do not discipline students. 

Conduct course-related research to strengthen 

your understanding of your position and course. 

Do not act as a research assistant or conduct 

departmental clerical support.  

Help lead class discussions and provide lab 

support for students, as needed. 

Do not teach class without faculty present. 

Review and comment on subjective assignments. 

Correct but not grade objective assignments. 

Do not evaluate or grade subjective assignments.   

Lead Review Sessions and/or PLTL Sessions. Be 

sure to reserve your room through Conference 

and Events. 

Do not tutor individual students unless they visit 

you during your office hours. Please refer 

requests for tutoring to the CWAA. 

Assist with class and/or exam preparation. Do not proctor examinations.  
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TA/PLTL Leader Information 

As a TA or PLTL Leader, you are “in the field”, which means your oversight should come from your 

faculty member. Since you’ve been identified as a reliable and responsible student, we trust that you 

will perform your duties to the best of your ability, seeking out your faculty member, other TAs or PLTL 

Leaders from your department and your timesheet approver for guidance or to answer any questions 

you may have. Everyone wants you to have a successful experience in your role. 

As with any employment position, the Teaching Assistant and PLTL Leader positions involve orientation, 

oversight and communication, feedback surveys and payroll. Orientation gets you started, oversight and 

communication with your faculty member keeps you going, and feedback surveys give you a voice. The 

CWAA will conduct a survey at the end of the semester to gather overall data on the TA/PLTL Leader 

programs and to use that data to enhance the programs going forward. Payroll provides you with 

compensation and allows a thorough understanding of how your time is managed throughout the 

semester. Without these necessary pieces, we wouldn’t have TA or PLTL Leader programs. Please take 

your job seriously. 

Please see the information below for more information regarding your TA position: 

 

1. TAs do not tutor individual students. If you would like to tutor, either on a set schedule in the 

CWAA or in a 1-on-1 tutoring setting, please speak with CWAA staff to discuss a potential 

tutoring position.  

 

2. TAs and PLTL Leaders are allowed to work a set number of hours per week, per course or 

section, depending on your position. Please make sure you know your hourly limit and monitor 

your usage carefully.  

 

3. If you are holding review sessions, you must Submit an Event through 25Live. If you need to 

cancel a Review Session, please email the students and the professor, and post a notice on the 

door. If you have a Review Session and none of the students attend, please wait at least 15 

minutes before you leave. You may add that ¼ hour to your timesheet.         

 

4. When you request a classroom through 25Live, you must label your review session as such:  

a. Event Name: Faculty last name / TA last name / Course TA/PLTL Session 

 

 

http://calendar.stonehill.edu/
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Applying for TA/PLTL/APM Leader Position 

1. If this is your first on-campus job, you will need to complete the following forms: 

 W-4 Form  

 M-4 Form 

 Direct Deposit Form 

 I-9 Form - If you have an original U.S. Passport it will be the only document you need to 
provide for this form. If not, a driver’s license or another photo ID AND an original social 
security card or birth certificate must be brought in person to the Payroll Office – photocopies 
are not acceptable. 
 

We recommend that you visit the Controller’s page of the Stonehill website and check out the 
Student Employment section. All forms can be obtained from this site or by going to 
myHill/myServices. Once all forms have been completed, please return them in person to the 
Payroll Office, Merkert-Tracy #163. 

 

 

ALL Teaching Assistants and PLTL Leaders  

must apply for the appropriate positions (steps 4-11). 
  

2. Apply online for the appropriate Teaching Assistant/PLTL/APM - Leader position through 

http://jobs.stonehill.edu. 

3. Click on “Student Jobs”. 

4. Enter “TA – Biology”, “TA – Business”, “TA – Economics”, “TA – Foreign Language”, “PLTL Leader 

- Chemistry”, “Academic Peer Mentor”, etc., as appropriate, in the Search field and click Search. 

5. Click on the job link to open up the job description. Then click “Apply to this Job”. 

6. If you haven’t done this before, you will need to create an account. This account is separate 

from your myHill account. Please use your myHill username, but know that your password is not 

tied to myHill and that it will not change when you update your myHill password. If you have 

already used this system, please login. 

7. Complete the job application completely and accurately and then click “Next”. 

8. When asked whether you have a work award, please answer “yes”.  

9. Read the Certification and check the box to agree to the statement, then enter your initials and 

click “Submit this Application”. 

10. Once you’ve been hired, you will receive an email confirmation. Legally, you are not allowed to 

work until you receive an email confirmation that you’ve been hired. 

 

http://www.stonehill.edu/offices-services/controllers-office/student-employment/for-students/on-the-job/
http://jobs.stonehill.edu/


 

7 
 

Submitting Timesheets 

Timesheets are accessed through the myServices tab in myHill under the Student Employees section. 

According to Stonehill College’s work-study policies, timesheets must be filled in with the exact hours 

worked each day and must be submitted by the deadline, with no exceptions. Students may not work 

more than 15 hours per week, and cannot hold more than three different jobs during the academic year. 

Please submit your timesheet by the Friday morning of the week they are due.  Each pay period is two 

weeks, from the Sunday of week one to the Saturday of week two.  If you are scheduled to work the 

second Friday or Saturday, include these hours on your regular timesheet when you submit it Friday 

morning; they are not technically late hours/timesheets. Enter all hours worked in that two week time 

period, then hit “submit for approval”. If you submit your timesheet before you have entered all hours, 

you cannot change it. You will need to contact the timesheet approver for assistance. 

Since the Payroll department discourages late timesheets, it is imperative that you submit your 

timesheet for each pay period ON TIME. However, if by happenstance you are unable to meet the 

deadline, you can enter your hours on the Late Time Card line. This would only be done if you missed 

the deadline to submit your timesheet.  You must add a comment for late hours.  The comment button 

is below the timesheet. Be sure to include the dates worked in the notes section.  
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Professional Code of Conduct/FERPA 

Professional Code of Conduct and Confidentiality Agreement 

All Teaching Assistants employed by the College must read and agree to adhere to the following 

Professional and Academic Code of Conduct and Confidentiality Agreement. 

Code of Conduct 

 

 Teaching Assistants (TA) and Peer-Led Team Learning (PLTL) Leaders must keep strict 

confidentiality regarding any interaction with faculty and students while performing the duties 

of a TA or PLTL Leader. 

 TAs and PLTL Leaders are representatives of the College and must keep all deadlines and 

conduct themselves in a professional manner; including dress, language, and behavior. 

 TAs and PLTL Leaders must encourage independent learning and never do the work for the 

students. 

 TAs and PLTL Leaders must record their hours on their Timesheet accurately and honestly. 

 

Confidentiality Statement 

 

I, (print name)______________________________ understand that students who are employed by the 

College in the role of Teaching Assistant or Peer-Led Team Learning Leader may be exposed to 

confidential information regarding other students.  This information may be verbal or written regarding 

grades, class performance, and disabilities. Legally, such information must never be divulged to other 

students or faculty. Discussion or comments inside or outside the classroom concerning such 

information will not be tolerated.  To do so is a serious violation of the FERPA (Federal Educational Right 

to Privacy Act) Right to Privacy. 

 

My signature below indicates that I acknowledge the College’s FERPA policy and agree to its mandate. I 

will not disclose any information acquired while working for the College in the capacity of Teaching 

Assistant or Peer-Led Team Learning Leader, nor will I use my position to seek information that is not 

required for my duties.   

 

I understand that violation of these policies will lead to my immediate job termination and possible 

disciplinary action by the College. 

 

 

Student’s signature         Date 

 

 

*To further review Stonehill College’s FERPA Policy and the federal mandate please follow this link: 

http://www.stonehill.edu/offices-services/registrar/ferpa 

http://www.stonehill.edu/offices-services/registrar/ferpa
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Reserving a Classroom 

 

You may be asked to hold review or PLTL sessions as part of your TA/PLTL Leader responsibilities. 

Whether these will occur on a regular basis (weekly) or occasionally, there is an easy way to reserve a 

classroom. Note that you must enter a Primary Organization in step 6. We ask that you enter CWAA in 

the open field and select it from the drop down menu so that students can look up review and PLTL 

sessions in one central location (the CWAA website). Classroom reservations for review and PLTL 

sessions should not be published to the Stonehill calendar. 

Instructions for reserving a classroom through 25Live: 

1. From the Stonehill College website click on “Calendar.” 
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2. Click on SUBMIT AN EVENT on the left hand side of the screen. 

 

 

3. Sign in to the site using your myHill username and password.  
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4. Click on “Create an Event.” 
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*Please note: the following directions must be followed exactly.  

 

As stated, by selecting CWAA as the Primary Organization, students have a central location from which 

they can search for specific review/PLTL sessions. 

 

5. Enter Faculty last name/Your last 

name/Course name for Event Name. 

This is what appears on the CWAA 

website. 

Example: Woodcock/Tardiff/Calc II 

Review Session 

Example: Tilley/Dumas/Gen. Chem II 

PLTL 

6. Place your cursor in the Event Type field 

and select “Initial Request” from the drop 

down menu.  

7. Type CWAA into the Primary 

Organization and select “CWAA” from 

the drop down.  

Always click the next or back button to 

navigate through your request and make 

any changes.  
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Guesstimate how many students will attend 

your review session and enter that number as 

an expected head count.  

Add a brief note to describe the event, like 

Review Session for Economics.  

If you are holding a PLTL/review 

session that will repeat on a weekly 

(or other) basis over the course of the 

semester, click yes.  
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Confirm the event start and end date 

(same date) and start and end time 

are consistent for the first session. 

Leave both of these questions answered as 

“No.” 

Select “Weekly Repeats.” 



 

15 
 

 

 

. 

Select the appropriate 

designation for the 

repeating session. It will 

default to the day of the 

week you already selected.  

Select the last day of classes as the 

end date. Then click “Next”.  

The remaining dates of your request will 

populate. If you know of a week that you 

will not be holding a review session, for 

example, Spring Break, you can click on the 

drop down menu to cancel the session. You 

can also write a note in the comments field 

to indicate why it was cancelled.  
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Click in the field for “Search by Location 

Name” and type in the building you would like 

to hold your review session in.  

Select the room you 

wish to request. 

 

You can skip this step. Click “Next”. 
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Select “No” to answer the question 

“Publish to Stonehill calendar?” All 

Review Session room request are 

automatically routed to the CWAA 

Review Sessions page.  

You do not need to add any 

comments. Click “Save” if all of the 

information you have submitted is 

correct.  
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Once you click “Save” and your request is being 

process, you will see a confirmation message. 

You will also receive a confirmation email at 

your Stonehill email address.  

*Once you have submitted the 

request, you cannot make any 

changes. You will need to contact 

Conference and Events to change 

your request.  


