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Setnor School of Music Graduate Worker Handbook
Updated 7-25-25

This handbook outlines the general responsibilities and guidelines for working for the Setnor School of Music and is not meant to contradict or supersede any collective bargaining agreements or other specific materials. Please refer to Syracuse Graduate Employees United (SGEU), Syracuse University Graduate Research and Teaching Assistants Benefits and Responsibilities Handbook, Student Conduct System Handbook - Community Standards – Syracuse University, and to your award letter for specific information about university policies and your specific graduate award.
Your first priorities as a student of the Setnor School of Music at Syracuse University are your wellness and your studies. Being a graduate student with a position at the school is an important obligation, and the intention is to provide this opportunity without interference to your studies or your well-being. 

The safety and comfort of the students, faculty, and staff is of critical importance. Please refer to Stay Safe - Syracuse.edu for up-to-date campus public health information and to the BARNES CENTER for student services.
The students, faculty, and staff rely on the work of the teaching assistants (TA), classroom facilitators (CF), and studio facilitators (SF). These positions will be generally referred to in this handbook as “graduate workers.” Please see detailed descriptions later in the handbook. 

Much of your work will be critical and time sensitive. Attendance, timeliness, discretion, gaining proficiency in the work, and attention to details are extremely important and will be required. It is a goal of the school to provide support for all the programs, while providing work and learning opportunities to graduate students. Your work at the school is intended to provide you with important experience, skills, and references that will help as you move through your studies and career. We hope you will find working for the school to be a great learning experience, and an enjoyable and valuable learning and work opportunity.
If you have any questions about the expectations of your position, please ask for more information. If at any time, you or we feel you cannot meet these responsibilities, it may be necessary to discuss altering or ending the assignment. This employment assignment is not guaranteed– there are times when the student or the school will find this is not the right fit, and that a resignation or dismissal is in order. The school reserves the right to terminate employment at any time. Grounds for immediate dismissal include, but are not limited to

· Failure to comply with university regulations and policies, and any guidelines in agreements or handbooks.

· Failure to act in a professional, kind, and respectful manner.

· Giving out information, equipment, keys, key codes, copy codes, etc., intended for working students use only.

· Failure to meet the requirements of your position, either due to attendance issues or failure to complete duties.
· If there is a need to discuss your work and that discussion does not result in immediate, lasting, and significant improvement, you may also be dismissed.
Schedule

A preliminary schedule is set at the beginning of the semester with your supervisor. Supervisors and students can discuss changes to hours if the needs of the position or the student’s schedule changes. 

· Your class schedule is the first consideration, but after that, consider your assignment an important priority. You should be available to work when needed by the program.

· You should plan to work the number of hours awarded for the needs of your assignment, whether you are required to log hours (CF and SF positions) or not (TA positions). Please be sure that you understand which type of position you have (CF, SF, or TA). 

· You cannot exceed your awarded hours per semester, but they can vary each week if needed for your position. For example, if you have been awarded 10 hours per week, and some weeks are busier and you worked more hours, you would then work less during other weeks. This should all be arranged with your supervisor in advance. 

· You cannot exceed your total hours allotted for the semester.

· You cannot exceed six hours per shift without taking a half hour, unpaid break.

· If you have a second paid job on campus, you are responsible for making sure you do not go into overtime for the combined hours. 

· IMPORTANT! It is critical that duties are covered. If you cannot work, if applicable, you must arrange for an appropriate replacement – please confirm this process with your supervisor. Do not arrange for someone to cover your shift without approval. 

· Failure to attend your assigned hours or duties may result in termination of your assignment. 

Care of Equipment

You will be working with university equipment that is necessary for classes, rehearsals, events, and recording. Great care should be taken of all equipment - many items are difficult to repair or replace and are important for the performances and classes. If you feel you need additional training to handle equipment properly, please speak with your supervisor or with the operations staff in 301.
Equipment

· Check with your supervisor on proper use, moving, and storage of equipment. 

· Equipment is sensitive, and most requires specific methods and materials for cleaning. NEVER clean a piece of equipment without confirming the process.

· VERY IMPORTANT: if an item breaks, let us know right away so no one uses something that is unsafe! 

In the event the equipment is damaged or not working, please inform a supervisor immediately so it can be addressed right away. We do not want someone expecting to use a piece of equipment to find it not working. 
· We understand that equipment can fail and break, but failure to report something not working may result in injury and will be taken most seriously. 

· For issues with recording studio equipment, notify Professor Muldoon immediately.

· For issues with a studio or classroom, contact Michelle Taylor at mjtaylor@syr.edu or 315-443-9691. 

· For piano concerns, text Bob Lee or notify Michelle or Bryan.

· For immediate concerns like a water leak or electrical problem, call Physical Plant immediately at 315-443-1234 and notify Michelle so she can follow up. 

Pianos: 
· Care of the pianos is extremely important.

· If you move a piano for a class, be sure to put it back in place and plug the system back in.

· Do not place any items on or in pianos and remove items if you see any on an instrument.

· Inform the Piano Technician, Bob Lee (315-671-6560), immediately of any problems with pianos.

· If you will be moving the auditorium pianos in your assignment, you must meet with Bob to train for proper moving of the pianos.

Keys and Rooms

· See your supervisor for a list of keys you will need to sign out with Bryan Watson - email Bryan, copying your supervisor on your key request. All keys and pick up must be arranged in advance.
· Any keys you sign out are for your use only. Providing keys to others for limited access areas could result in a loss of your assignment. 

· If you are responsible for scheduling spaces in Crouse as part of your duties, please see Bryan about availability. Last minute requests will generally not be accommodated.

Printer/Copy Machine

· The Printer/Copier/Scanner is in Crouse 301 for instructional use. Copies for personal use are not authorized. Students may print to the machine with their student printer queues, so the machine is extremely busy - please plan ahead. The machine tracks the copies made. In an effort to save trees and keep copying costs down, faculty are encouraged to make use of e-mail attachments, Blackboard on-line classroom methods, web pages, or created “readers” as alternate means of distributing searchable handouts to students. Larger copy jobs may need to be sent out to a printing company and would require advance planning and budgeting. Please be VERY conscious of copyright concerns.

· To make copies or to scan, tap your SUID card on the left side of machine, input your net id (the start of your SU email, without the @syr.edu) and Create a pin. After the first use, you will just tap your SUID and input your pin

· Faculty and students who work for areas (grad workers, work study) will not be charged for copies. If a student working needs to be added to the list, inform Michelle Taylor to be added in the system and not charged on their personal university printing account (the screen may note an amount for your printer queue, but you are not being charged).

· Be sure you have your SUID! Visit this link if you need a new or updated ID: ID Cards - Housing – Syracuse University
Assignments and Responsibilities 

Discuss specific tasks with your supervisor. If at any time you feel the responsibilities are not clear, please check with your supervisor or contact the office for assistance in detailing the expectations of your job. Your assignment will dictate the one of many areas in which you may work. Please see the listing at the end of the document for details on each position. The studios, classrooms, and offices should have a welcoming and enjoyable atmosphere, but it is most importantly a place of learning and work for all of us. We must all work responsibly and with an elevated level of courtesy and professionalism while keeping health and safety in mind. Offices and other spaces cannot be used for congregating and must comply with work and safety protocols.
It is important to maintain proper work decorum at all times:
· As a working member of the school, you may hear or be part of conversations requiring sensitivity and discretion. Confidentiality about student issues, grades, etc., is critical. Do not discuss confidential or sensitive issues about students, artists, faculty, or administrators. 

· The studios, classrooms, and offices require a professional, safe, and positive atmosphere. Please use appropriate language and manner at all times and maintain a positive attitude.

· Do not allow friends to loiter in work areas. Please do not expect to do class work or studying while you are scheduled to work.
· You must wear safe and appropriate footwear for moving large items. Check with your supervisor to determine if your position requires specific dress or uniform of some type, particularly when working events.

· You are leaders in the school. If you see something out of place, messy, or broken, please take care of it or inform us so it can be addressed immediately.

Deadlines and arrival time for your duties

· Many assignments, such as working on program notes, music, and upcoming events, are time sensitive. Make sure you know the deadlines and check with your supervisor if you are unsure.

· If you are working events, your timely arrival is particularly important, since people will be counting on you to make sure things are set up.

Working events, classes, and rehearsals

Working events is a critical part of music school activities. Some duties are also important for the comfort, safety, and enjoyment of the artists and audience members, and you play a significant role in making sure the performances go as smoothly as possible. Be attentive to artists and audience, and not distracted by friends, homework, or other activities. As performers, you know how important calm and efficient assistance, both backstage and front of house, is to the success of a performance. For those positions requiring you to work rehearsals and events, your responsibilities include but are not limited to: 
· Organizing music, including preparing music for distribution, collecting after concerts, checking that all items are returned, assessing any damage to music, and relaying all information to the conductor.
· Setting up group needs, including setting chairs, stands, percussion, recording or technical equipment, and knowing the proper way to move pianos on stage.
· Preparing for any additional event needs, including risers, sound equipment, etc.
· Arranging and/or performing stage changes, running boards or technical equipment, etc.
· Accompanying lessons, performances, or working in ensembles or classes.
Payroll

Payroll: if you have an hourly appointment, you are responsible to track your time in Electronic TimeClock: You are responsible to clock in and out for work in order to be properly compensated. 

1. Log into MySlice using your NetID and Password.

2. In the box labeled “Other Employee Services,” click “Employee TimeClock Login.”

3. The TimeClock system will require you to do a NetID login again (at least the first time).

4. In the top left of the site, click “Clock In” when you begin your work.

5. When your work is completed, click the “Clock Out” located next to the “Clock In” function.

For more thorough instructions on how to navigate the system, please contact vpatime@syr.edu. If you forget to clock in or out, reach out to Michelle Taylor immediately to avoid delays in processing your hours.

Security 
For DPS, dial 315-443-2224 or #78 from a cell or 711 from a campus phone

For a DPS Safety Escort, call 315-443-SAFE

If you need to contact DPS in an emergency situation, but are unable to make a 
phone call, e-mail, or text the Communications Center at 711@syr.edu.

Your safety is especially important. Call Department of Public Safety, 443-2224, if you need assistance, or any time there is a security concern. The following items are a portion of the University’s Safety Plan and have been reviewed for Crouse College activities by Fire and Life Safety Services.

In the event of a building evacuation, please instruct the class, co-workers, or guests on the QUAD parking lot side of the building, where there is generally safe space to meet, account for personnel, and safely wait or depart the area.

Medical Emergency

· In any emergency, contact the Department of Public Safety at 711 from campus phone, dial #78 from a cell phone, or 315-443-2224 from any phone.

· Do not attempt to move the person. Assist by trying to retrieve helpful information for public safety, such as the name and concern of the person. Notify the first responding of location of injured person 

· Assist by keeping others away from incident so public safety has easy access. Remain calm. Try to keep others calm. 

Fire & Smoke Evacuation Procedures: If a fire alarm sounds, take it seriously. If you notice a fire or smell smoke: 

· DO NOT attempt to fight the fire. 

· Call the Department of Public Safety at 315-443-2224 or 711. Give your name, the name of the building, exact location, and type of problem. Pull the fire alarm box located next to any stairwell. 

· Exit the building using stairwells. Never use the elevators. Close and secure all doors behind you. 

· Proceed to the designated meeting area(s). For Setnor, this is the Quad parking lot on that side of the building, or the bottom of the steps if exiting on that side of the building. Keep quiet and listen for directions from Fire and Life Safety Services, the Department of Public Safety, or the fire department. 

· Notify first responders of trapped or injured persons or persons with disabilities and their location(s) and/or communicate to the Department of Public Safety at 315-443-2224 or ext. 711.
· Never re-enter the building unless directed to do so by Fire and Life Safety Services, the Department of Public Safety, or the fire department.
General Evacuation Procedures: The following procedures apply to any evacuation situation: 

· Become familiar with the building. Know the location of emergency exits. 

· In any emergency, contact the Department of Public Safety at 315-443-2224 or 711. 

· In the event an evacuation is necessary, you will be directed by the Fire and Life Safety Services, the Department of Public Safety, the fire department, or building coordinators to evacuate. 

· Remain calm. Try to keep others calm. 

· Exit the building using stairwells. Direct audience and artists to the nearest exit. Never use the elevators. Close and secure all doors behind you. 

· Proceed to the designated meeting area(s). For Setnor, this is the Q-1 parking lot on that side of the building, or the bottom of the steps if exiting on that side of the building. Keep quiet and listen for directions from Fire and Life Safety Services, the Department of Public Safety, or the fire department. 

· Notify the first responding agency of trapped or injured persons or persons with disabilities and their locations. 

· Never re-enter the building unless directed to do so by Fire and Life Safety Services, the Department of Public Safety, or the fire department. 

In the unlikely event that the auditorium or building needs to evacuate, or DPS / Orange Alert has issued directions, here is some sample language. An ensemble director may announce this, if available, but the performance manager on duty should be prepared to provide the information to the audience and performers.

EVACUATION: We have been advised of a safety concern in the building and have been asked by DPS to evacuate the building. Please proceed to exits and calmly exit the building and await further information from DPS. Thank you.

SHELTER IN PLACE:  We have been advised of a security issue on campus and have been asked by DPS to remain in the auditorium. Please remain calm and quiet and silence devices as we wait for further instructions from DPS. Thank you.
Disruptive Patron / Intruder Situation: It is important that you are safe. Do not approach someone causing a safety concern. Call DPS 315-443-2224 for assistance, or any time there is a security concern. 
· If a patron causes a disruption during an event or is not complying with school or campus polices, please remind them, and/or advise them to be quiet to respect the performance. If they do not comply, please call DPS (department of public safety) to assist.

· If a patron does not leave after a concert, please let them know that they are welcome to return for the next concert, but that we need to clear the auditorium in preparation for the next event. If they do not comply, DPS can be called to assist with either talking to or ejecting the patron.

· If someone enters the building who is unknown and does not seem to be there to attend an event and/or you are not comfortable, contact public safety.

Security Guidelines for Room Usage: Lock rooms when you leave, even if you plan to return shortly. Do not leave unattended valuables, or store instruments or other personal items in public practice rooms. Please contact the University’s Department of Public Safety (DPS) immediately if you are concerned about safety. For more information, visit the DPS website at http://publicsafety.syr.edu/.
 Job Descriptions 
The following information provides a basic explanation of the duties. Responsibilities are not limited to these brief descriptions, so be sure to talk with your supervisor so you understand the expectations of your position. Please remember, your work is valuable for both your experience and for the programs at the school. 

Classifications for Graduate Student Employment & TA Positions VPA

Classroom Facilitator (Master’s level): Classroom facilitators (CF’s) are hourly student workers who assist the instructor in classroom management.
Duties:
· Set up equipment and ensure that the classroom is organized before and after class. 
· Track student attendance: distribute attendance sheets and assist the professor in documenting attendance records. 
· Help to operate audiovisual equipment, multimedia presentations, and other technology used in the classroom. This may include troubleshooting technical issues during lectures. 
· Assist with administrative tasks such as photocopying, distributing handouts, and organizing course materials. 
· Encourage student participation in group activities, lab sessions, and discussion. This might involve circulating around the classroom to provide support and guidance to students as needed. 
· Grade assignments or quizzes under direct supervision of the professor and with an answer key or approved rubric developed by the professor and provided to the individual. 
· Promote a positive classroom learning environment for students; address routine matters that arise during class. 
Studio/Rehearsal Facilitator (Master’s level): Studio Facilitators are hourly student workers responsible for assisting in the studio/rehearsal environment under the direct supervision of professional staff or faculty. This is an hourly student employee position.

Duties:
· Set up equipment including chairs and stands and ensure that the studio /rehearsal room is a safe environment and well organized before and after class usage. 
· Help to operate audio, video, lighting, and sound equipment used in studios and performance/rehearsal venues. This may include troubleshooting technical issues during production/performances. 
· Assist professional staff and faculty in student training on audio, video, lighting, and sound equipment used in studios/performance venues.
· Assist with administrative tasks such as scheduling and organizing the use of studio equipment.
· Ensure that students adhere to studio/rehearsal space safety policies and procedures. Maintain a professional production environment and address any disruptions or issues that arise during studio/rehearsal room usage. 

Teaching Assistant (funded Master’s):  
Teaching Assistants work closely with faculty members to align course objectives, assessments, and instructional methods. They may attend course planning meetings, participate in curriculum development, provide input on course policies and procedures, and deliver course content under supervision of the instructor.  

· Course Development: Creating lesson plans, designing assignments, and assessing student performance. 
· Course Materials: Developing course materials such as lecture slides, handouts, problem sets, and other instructional resources for faculty members. Providing markings to instrumental ensemble music. They may also contribute to updating course syllabi, readings, or other online resources. 
· Class Sessions: Leading discussion sections, studio sessions, music sectionals/coaching, providing recital and ensemble piano accompaniment, or delivering lectures for undergraduate courses within their area of expertise.  
· Assignments and Exams: Grading assignments, quizzes, exams, and other assessments. This involves developing rubrics for assessment, providing feedback to students, maintaining grade records, and ensuring consistency and fairness in grading. 
· Office Hours: Holding regular office hours to provide additional support to students outside of class.  

· Student Discussions: Facilitating class discussions, group activities, and collaborative learning experiences. They may encourage student participation, foster critical thinking, and ensure that course objectives are met through interactive teaching methods. 
· Feedback and Support: Providing constructive feedback to students on their academic progress, writing skills, and critical thinking abilities. They may offer guidance on research projects, essays, and presentations to help students achieve their learning goals. 
· Inclusive Teaching Practices: Supporting inclusive teaching practices by creating an environment that respects diversity, promotes equity, and values student perspectives. They may incorporate inclusive teaching strategies, such as active learning techniques or universal design principles, into their instructional approach. 
· Professional Development: Engaging in ongoing professional development activities through the Future Professoriate Program (FPP) to enhance their teaching skills, subject matter expertise, and knowledge of pedagogical best practices. This may include attending workshops, conferences, or seminars on teaching and learning in higher education. 
Thank you for being part of the graduate worker program at Setnor School of Music. 

The program provides important support for the activities of the school while making great learning opportunities and work experience available for the students in the program.

Your work is especially important, and your assignments should be taken seriously and with great care.
If you have any questions, please be sure to check with your supervisor or school administrators. Safety, professionalism, and confidentiality are critical to the work. At times, you will witness or be part of conversations that may be sensitive and require discretion. Any failure to adhere to a strict policy of care, confidentiality, and kindness will result in the immediate loss of this position.
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