Contract for Temporary Replacement of a Teaching Assistant (TA) 
During a Non-emergency Absence

Read the entire contract, then fill in each blank space on this form. Use “n/a” if an item is “not applicable.” This form must be signed by the supervisor at least one (1) week prior to the date(s) of the proposed absence.

	I, 
	

	
	name of TA (please print)

	a teaching assistant for 
	

	
	name and course # (please print)

	am requesting release from my duties on 
	

	
	date(s)

	due to (specify reasons)
	

	


To fulfill my obligation to Texas A&M University-Corpus Christi, 

	

	name of replacement (please print)



	has agreed to act as my replacement and perform the following duties in my absence:

	Laboratory Teaching:
	

	
	specify date, time, and room #

	Laboratory Preparation
	

	
	specify date, time, and room #

	Office Hours/Open Lab. hours
	

	
	specify date, time, and room #

	Proctoring or Giving Examination(s):
	

	
	specify date, time, and room #

	Attending Lecture:
	

	
	specify date, time, and room #

	Attending TA Meeting:
	

	
	specify date, time, and room #

	Handout/Assignment/Quiz Preparation:
	

	Grading Assignments/Quizzes/Tests:
	

	Other Duties (specify):
	

	
	


In order to perform his or her duties, my replacement may need access to certain buildings, laboratory rooms, preparation/storage rooms, and/or classrooms. I have arranged that he or she will have access to the following areas (list areas and describe access arrangements):
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For acting as my replacement as outlined in this contract, I will provide the following compensation (specify method of compensation [but see note below*], and specify the time limit by which the compensation will be “paid.”):

	

	


Explanation: Except in a sudden, unavoidable emergency, the TA (not the supervisor, secretary, laboratory coordinator, program coordinator, chair, dean, etc.) is responsible for finding a replacement when he or she is unable to perform required duties. The TA’s supervisor must approve—at least one (1) week in advance—all replacements. Requests for a lengthy absence or numerous absences may be denied. All duties that the TA expects his or her replacement to perform must be listed—in writing. Failure of a replacement to perform his or her duties is a breach of this contract by the replacement.

Because the TA will continue to receive salary during a short absence, the TA is also responsible for compensating his or her replacement. The means of compensation must be specified and agreed upon by all parties—in writing. Failure of a TA to compensate the replacement is a breach of this contract by the TA. 

Ignoring these guidelines or breach of this contract may result in serious reprimands, not re-hiring the TA or replacement, or termination of a TA’s or replacement’s employment.

TA’s Agreement: In this contract, I have listed all duties to be performed by my replacement, and I agree to compensate my replacement as specified in this contract.

	
	
	
	
	

	TA’s name (print)
	
	TA’s signature
	
	today’s date


Replacement’s Agreement: I have read, and understand, the duties listed above and agree to perform them to the best of my ability in exchange for the compensation specified in this contract.

	
	
	
	
	

	replacement’s name (print)
	
	replacement’s signature
	
	today’s date


Supervisor’s Agreement: I have read, understand, and agree to this replacement contract.

	
	
	
	
	

	supervisor’s name (print)
	
	supervisor’s signature
	
	today’s date


*Note: Having a temporary replacement disrupts the students. Quid pro quo (i.e., “You take my lab., and I’ll take your lab.”) disrupts two sets of students. Therefore, quid pro quo is not an acceptable method of compensation unless both TAs were scheduled to be absent at different times. In other words, the replacement TA cannot just have a “personal day off” in compensation for performing another TA’s duties.

Complete and make 3 copies: Original-TA’s departmental file, Copy 1-TA, Copy 2-Replacement, Copy 3-Supervisor

Form approved by the faculty of the Department of Physical and Life Sciences on 9 November 2001.
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