Course # and title
Section meeting time and room #
General Section Information:

Section TF:

Name
Daytime location (office or lab), who is your PI
Email address
Phone (only include if you want students calling you at this #)
Aim of Section:

The overall purpose of this discussion section will be (what?)
Format of Section:

General format may vary.  Possible uses of the section time include: discussing problem sets or other assignments, going over additional practice problems, clarifying difficult concepts through mini-lecture or discussion, taking a self-quiz, reviewing for exams, and/or question/answer session.

Office Hours:

You may set a regular time aside, but TFs doing lab research often find it more efficient to specify: Please email me to make an appointment.
Email:
This is your chance to shape expectations – can students expect round-the-clock speedy responses from you? Will you respond on weekends? What types of messages are encouraged (bring up topics for discussion during section, help with homework, content, what?)
Grades:

Is attendance/participation required? Will attendance/participation impact one’s grade?

What, if any, portion of the grading will be the responsibility of the TF? How are disputes handled?
Section Evaluations:

A statement such as “Evaluations will be distributed periodically to collect feedback on section format and any other section-related issues” lets students know immediately that you value their input and that it can make a difference.
Other possibilities:
If you will be collecting assignments, you could include due dates and policy for accepting late work. If you wish to prohibit texting during class or want to request that cell phones be silenced, it’s a good idea to put it in writing.
