Duty Summary (Some tasks only apply to certain students)

Daily

· Did you swipe in? 

1. Check mailbox

2. Check all book shelves (lounge, upstairs, library)

3. In the upstairs library, make sure the check-in program for books is running on the computer in the corner.

4. Straighten the papers and preprints in the plastic containers on various walls. (Two are right outside the library and there’s another one upstairs! Magazine table in the lounge too)

5. Check in all journals and magazines that are new arrivals

6. Check your email. Dr. Tsang might of emailed you to give you a specific task.

Weekly

1. Send an email update to Dr. Tsang detailing what work is finished and what is pending.

As it Comes

1. Copy thesis papers.

2. Order book if told to. (See directions on ordering books)

3. Carry out any other given tasks.

At the End of a Term

1. Throw away all copies of theses (plural of thesis) on display.

Note: This does not apply theses that have been bound.

