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Following are the guidelines on how to treat HW, quiz and lab issues. They contain essential summary instructions for observance by both assistants and students alike. As these instructions are an evolving set, comments will be appreciated. Such may be addressed to the Course Coordinator.
HWs: 

HW is graded by the group assistant out of 10. Correct, running, and original solution is required. Originality should be understood to mean that cheating and plagiarism will not be tolerated; all parties involved in such acts will get zero out of that HW. Repeating cheaters will be reported ASAP.
Assistants agree on how to grade each HW uniformly under Lab Coordinator’s guidance. Any student concerns and complaints on HWs should be addressed to an assistant, the Group Assistant, the Lab Coordinator, and to the Course Coordinator in that order.

Grading of HWs should be equitably distributed to all group assistants. On the other hand, not all lab groups are of the same size, so an equitable distribution of load due to HW grading may as well be desired. Lab Coordinator shall organize load distribution in consultation with the assistants and report to the Course Coordinator.
Please be informed that there will be no make up for missed HWs! 

Those students who are exempted from labs must as well submit HW to his/her group assistant (through an e-mail box specified for that purpose but not to the personal e-mail address of the assistant), too. This is due to the fact that HWs contribute to final grade separately.
HW grades will be maintained by the Lab Coordinator; all grades for a week’s work will have been announced at the beginning of the following week.
Quizzes:

A quiz will be available to administer each week during the lab. Quiz is out of the material of the chapter covered during the previous week. It will be multiple-choice & fill-in-the-blanks type.
A quiz will be given in the first fifteen minutes at the beginning of a lab session as a group. The actual lab for the week will then be conducted. 
Please be informed that there will be no make up for missed quizzes! 
Those students who are exempted from labs must as well take the quizzes. This is due to the fact that quizzes contribute to the final grade separately.

Student concerns and complaints on quizzes should be addressed to an assistant, the Group Assistant, the Lab Coordinator, and to the Course Coordinator in that order.
Quiz grades will be maintained by the Lab Coordinator; all grades for a week’s work will have been announced at the beginning of the following week.
Labs:

Assistants entering a lab session will be jointly responsible from all aspects of the lab work, yet Group Assistant will organize them.

At each lab, the assistants under guidance of the lab Group Assistant shall:
1. Administer the quiz. Please maintain proper order.
Quizzes will be graded on the spot and announced during that lab session.
2. Take roll call.
3. Ask questions to each student on his/her HW in order to ascertain that the student did the HW and understood the subject. The objective is to enforce positive attitude towards individualized HWs. 
Utmost care will be taken in order not to cause indignation and implicate students without sound indications of plagiarism and cheating. In which case the Group Assistant must be informed.

4. Encourage students to follow the lab (sheet) guide in sequence. Take note (and mark using “+”) as each student completes each section of the guide. 

5. As a student completes the lab exercise, check the result for correctness and ask questions to ascertain individualized solution. Grade each.

Grade for a lab session is a combination of items 4 & 5 above. Lab grades will be maintained by the Lab Coordinator; all grades for a week’s work will have been announced at the beginning of the following week. 
Student concerns and complaints on labs should be addressed to an assistant, the Group Assistant, the Lab Coordinator, and to the Course Coordinator in that order.
