VII. OUTSIDE THE CLASSROOM
The following sedions of Rishel's bookshoud also beread at this point:

¢ Jobs, Jobs, Jobs
e Case Studies; VIII, IX

Aside from classpreparation,a TA's resporsibiliti es outside of classconsist mainly of
routine work including maintaining office hours for students, grading quizzes and
examinations, record kegping and student complaints and appeds invalving grading.
Review sesgonsfor the dassare dso an ogtion that some instructors might wish to
consider onavoluntary basis.

Keeping in touch

Although we have dready discussed the importance of maintaining communicaion with
the instructor or coordinator of the aurse(s) you are teading, thisisimportant enouwgh to
be restated as the first point regarding adivities outside dass Ched your mail box and
eledronic mail regularly. At least once aday is drongly recommended, orce every half
day is much better, and it is preferable that you also chedk your mail box before you go to
tead (as noted before, there may be some important last minute information a papers
returned at the last minute). If you are going to be off campus for a half day or more, you
shoud seriously consider cheding your eledronic mail from some other location.In
particular, if for some reason you exped to be avay from campus for a half day or more
onaregular basis, you might want to invest in ahome computer with a modem through
which you can reat your eledronic mail. A lesscostly way of getting eledronic mail at
remote locaionsisto subscribe to ore of the free éedronic mail services offered by sites
like

www.hatmail .com

or yahoo.com; these can now be accesed at most pulic libraries.
Office hours

We have drealy said a cnsiderable anourt abou do's and dont’sfor conducting office
hous, andthere redly isn’t much left to say. One paoint not yet mentioned is that altering
your office hours after the first week or so shoud be avoided. Aside from the
inconveniences and aggravation to students that such changes will probably cause, they
also can lea students to think you aren't very well organized and might not know what
youre doing. Finally, for the record we note that instructors are not to receve extra
compensation from studentsin their courses for help during office hours or other times.
In order to avoid any appeaance of conflict, it is probably best to interpret this broadly as
applying to all studentstaking some sedion d a curse with the same number as one of
yours and rot only to studentsin your sedion(s).



Review sessions

Sometimes instructors might want to hdd extrareview or help sessons for their students.
In principle such extra sessons are fine, but sincethey are outside of regular classtime
new material is not to be covered in such sessions. Similarly, since students are likely to
have other commitments at any hour of the day or night, making up cancdl ed classes at
other timesisinappropriate.

Record keeping for your classes

We have drealy discussed thisto some extent. If you are teading a discusson sesson,
ched< with the primary instructor abou whatever rules he/she might have, and forward
copies of your records every two weeks or so in order to have abadkup for your own
records. The use of standard grade shedsis highly recommended because such sheds
make it easy to locae andtabulate scores. It isrequired that your grade records be
acarate, ned, legible, phdo-copyable and upto-date. Storing grades on a wmputer can
be very convenient, but it is your resporsibility to keep badkup records (either ona
badkup dsk or as hard copies) becaise mmputer systems can fail andinvisible forces can
render diskettes unreadable. TAsin dscussonsedions shoud provide their primary
instructors with hard copies of grades every 2 to 3weeks. Official instructions for turning
in grades areiswued at the end d ead quarter by the Department or the primary
instructor. If you are teading your own classbut will not be enployed or in residencethe
foll owing quarter you shoud turn in complete grade records and final examinations to the
Department if so requested. Otherwise keep all these items afew weeks into the next
guarter until the students' deadline for fili ng appeds has passed. At the end d the
semester you will receve a ¢assroster with the names of all students officialy registered
for your course. Please contact the Department staff if thereare any errorsor
discrepancies (for example, students whose names you do nd reagnize or studentsin
your sedionwhaose names do nd appea onthelist). The instructions that come with the
classrosters include regulations for posting student grades. It isimportant to okserve
these, for they are designed to avoid violations of laws governing the privacy of student
records.

Grading quizzes and examinations

We have drealy discussed grading quizzes, and there ae not very many diff erences for
grading exams. Once ajain, the basics of goodgrading are acairacy in measuring the
quality of the students work, consistency in asessng the work from the first paper you
grade to the last, and providing the students an oppatunity to learn from their successes
or mistakes andto knav why they receve the grade they were given. Of course, if you
are teating a discusson sedion the primary instructor will set the palicies for assgning
partia credit and letter grades, and in the interests of fairnessto students these shoud be
followed pretty strictly. Don' t forget to kegp a awpy of the grading key. Resporseto
student complaints are discussed below. The sedion d The Next Sep ongrading tips
(pp. 94-100) gives numerous suggestions for doing the job more dficiently and
effedively.



Themeaning of letter grades

The sedion onteading and grading philosophies (pp. 45-48) in The Next Sep
discusses the most basic points onthistopic, andit contains svera questions that you
shoud ask yourself abou your own views onteading and grading. The grade that a
student receves will be used in the future to assessthe student’ s grengths and abiliti es.
For thisreason, it isimportant that the grades you assgn have meaning. A gradeis
something that a student earns, andin particular it is not good padiceto grade
extensively onthe basis of demerits (everyone starts with an A, then pants are subtraded
at various times throughou the quarter to determine B' sandC' sand aher grades. Here
are some commonly accepted standards for |etter grades.

Passing grades

A. This dhoud represent a high level of achievement, and the student shoud have an
excdlent understanding of the subjed, with the aility to apply it reliably at many
levels. Such a student tends to be cmmitted and motivated.

B. This shoud represent an above average level of achievement, and the student shoud
have agood undrstanding of the subjed with the &bility to apply it at some levels.

C. This shoud represent an average, adequate level of achievement. The student shoud
have & least amarginal grasp o the subjed, passbly with more skillsin test taking
than in learning. Often this grade represents aladk of interest, motivation a time
rather than ared ladk of ability.

D. Thisrepresents alow level of adhievement. The student has an understanding of the
subjed that is close to the minimum standard, and passhbly littl e or nointerest in
leaning more. This grade may also indicae aproblem with learning or study skill s,
in which case the student shoud be referred to the Leaning Center.

Failing grade (F)

This represents alevel of achievement for which there is littl e or no evidencethat the
student was ever expased to the subjed matter. Once aain, thereis probably a
combined lad of interest and motivation and/or skill s at the root of the problem.

Complaints and appealsregarding grading

Most of us have probably dorethisat least oncein an undergraduate mathematics course,
and there probably will be complaints aslong as there ae grades. Unlike an upscde
department store, in the educaion businessthe austomer is not always right, and small
concesgons to students can easily lead to demands for larger concessons. Thereforeit is
important to stick with the predetermined grading scheme, discouraging appeds unless
there is agrading mistake or an error in the aldition d paints. In the same spirit, no
change shoud be made onthe basis of reassesgment of the quality of a student’ swork.
One way of handling appeds withou getting into endlessarguments with studentsis to



require that requests for regrading be submitted in writing. For example, students who
wish further consideration d one or more problems could be required to return their
exams with “Regrade [list problem numbers]” written onthe front. Some instructors
might even wish to go ore step further and all ow the students to write asentenceor two
to explain why they are asking for reconsideration, bu in such casesit' salso advisable to
tell them to stick with the isaues, avoiding argumentative statements like “l fed that |
have been ripped off.” Sincefew of usredly want to commit a grading schemeto long
term memory, the reconsideration o a problem long after the original grading islikely to
be inconsistent with the original scheme, and for this and the avoidance of appeds at the
very end d the quarter it is grongly recommended that a deadline for requesting
reconsideration d agrade be established. My standard deadline is one week after the
examination was returned to the student(s). Students who are disstisfied with the results
of arequest for regrading shoud be direded to the primary instructor if you are teading
adiscusson sedion and to the Department officeif you are teading your own class

It isimportant to avoid changing grades mainly in resporse to hard luck stories from the
students, nomatter how much presaure they exert or how compelli ng their stories may
seam. Aside from the inherent unfairnessto the other students, all too dten the students
stories are misleading or downright false. Every university has officesto hand e student
problems, and they are genuinely concerned abou getting students through a degree
program if at al possble (high attrition rates are not good pullicity!). You shoud refer
students to the gpropriate Dean' sofficefor undergraduate student affairs oto the
Department Administrationif either you a the students do nd fed that the murse grade
isafair measure of the students' performance

Record keeping for your self

Teading a dassgenerates an enormous amourt of paperwork, much of which haslittle
value dter the murse is over and final grade records have been compil ed. However, TA
jobs only last afew yeas, and eventually you will haveto find ancther job. Therefore
you real to keep papers and records that will be useful later on, and you shoud start
doing thisright away. The professonal reards your shoud keep include enployment
and assgnment natices, teading evauations, letters from students praising your work,
etc. Such information will probably be useful when you are gplying for jobs and
requesting letters of recommendation. Y ou shoud also start kegping ateading portfolio
including copies of the written material you produce during the term. Make sure
everything is dated. This can be extremely helpful to thase who write letters of
recommendation, and it isagood abit to develop for later — in some institutions a
compilation d this 2ort is needed for promotions or salary enhancement fil es.



Vill. SPECIAL PROBLEMS ARISING IN CLASS

A little will be said on discipline problems here to give a basis for coping with urgent
problems, but there will be amuch deeper look at disciplinary problems next quarter. In
the meantime, if there are problems that you feel could get out of control, please see an
appropriate person in the Department as soon as possible so that things do NOT get out
of control.

Questions outside nor mally expected ranges

Sometimes a few students keep interrupting the flow of the class by asking questions
about prerequisites or steps you skip (like simple algebra manipulations that are
suppressed in calculus courses). Frequently these students have not mastered or forgotten
the prerequisites. In the beginning you should spend some time filling in the gaps and not
skipping too many agebra steps. However, students need to become sufficiently familiar
with such manipulations that they can fill in some of the more elementary missing steps
by themselves. If afew students are systematically unable to do so, you might want to ask
them to come to an office hour for help, and in your office you should make it clear that
you cannot and will not keep answering such routine questionsin class. If in addition the
students are doing very poorly in the course, you might want to tell them to speak with
their academic counselors. Sometimes students want to ask questions about homework
that is not due yet. If you are teaching a discussion section you should check with the
primary instructor about his or her feelings on this matter. Some instructors might want to
do problems that are similar to those that are assigned if time permits, and some of the
strategies for situations with no homework questions are also applicable.

Referring studentsto other resources

The section of Rishel’s book titled “Problems of and with students’ contains a somewhat
different perspective on thisissue and can be read again at this point.

Occasionally you might have students in your class who require or ask for help with
problems not directly related to the course. These include medical problems, language
problems, immigration and naturalization problems, academic counseling, psychological
counseling, human relations problems, financial problems, legal problems and general
learning problems involving reading, writing and study skills. Y ou should be very careful
in handling such matters; since you are not a counselor, thereis only so much you can do.
Helping such students on your own can be very time consuming and draining, and
besides you actions might not be in the students'  best interests. The Canseling Center
and the Student Affairs Offices of the various colleges are normally the appropriate
places to which such students should be referred, with the latter as the default choice.



OVERVIEW OF DISCIPLINE PROBLEMS

Thisinformationis presented as a sequenceof lists. Although discipline problems are
often equated with student misbehavior, there is a difference. Any behavior that interferes
with clasgoom dynamics or atmosphere shoud be viewed as a discipline problem, even
if the students are doing nothing intrinsicdly wrong (for example, asking a host of
guestions abou material from prerequisite aurses). On the other hand, even though
cheding is aserious offense, it usually does not cause disruptions during class As noted
before, amore detail ed discusson d discipline problemswill be given next quarter.

Some examples

e Students coming late or leaving ealy.

e Students (usualy just one or two) interrupting with alot of irrelevant questions to the
extent of interrupting the regular flow and annoying afair number of the other
students.

Students talking to their neighbars.

Students turning in their homework whenever they fed likeit.

Students running/controlli ng the dass

Students adively annoying other students (e.g., puling hair), yawning loudy or
passng notes badk and forth.

e Aot of students being hostile.

Why arethey happening?

The student has a neal to impressthe rest of the dass

The student is at an age where he/she wants to chall enge authority.

The student feds insulted/humili ated that he/she has to take the dass

The student does not want to be in classbut has comein order to turn in the
homework and/or take the quiz.

The student is new to campus, feds lonely, wants to make @mntad with his/her peas.
The student is bored; he/she has e it before.

The student islost.

Theinstructor is not deding with the students'  questions or difficulties.

The instructor copies what isin the book,is not sufficiently prepared, a does not
cae.

* The student has problems that have nothing to dowith the instructor or the murse.

Suggestions for dealing with discipline problems

Often depends onwhy the problem is happening — more on this next quarter.

* Avoid being confrontational.
* Talk to the student and stay cam. Be spedfic as to what behavior you want to stop.



An appedl to the student’ s sense of fairnessis often helpful.

Reversal of roles (e.g., “How would you feel if you would try to understand the
instructor but could not because someone is talking?’) is aso often effective.
Try to get the class on your side.

Avoid getting dragged into an argument or having the problem escal ate.

Do not show anger or frustration.

Do not make threats that you cannot carry out.

If alarge portion of the class becomes unruly, silence is often the most effective
response. Standing there, looking annoyed, saying nothing and waiting until you have
regained the attention of the class generally works within five seconds.

Ask for advice before you lose control of the class!!!

The most important things to remember areto STAY COOL and to use your role as an

authority figure to maintain as much control as possible (but remember that a too heavy

handed approach can backfire).




IX. EVALUATIONS

There are at |east three levels of evaluation; namely, evaluation of students' performance,
evaluation of your performance in the classroom, and evaluation of this course.

Evaluating the students

We have already discussed quizzes and record keeping. If you are teaching a discussion
section, the primary instructor is usually responsible for preparation of the examinations
for the class. If TAs are to participate in the grading of examinations, it seems appropriate
that they be given a grading key and instructions on how to grade the exams, and it also
seems appropriate that the instructions include afairly detailed scheme for assigning
partial credit (e.g., 3 points for using the chain rule to find the derivative, 3 points for
coming up with a correct expression for the derivative, 2 points for setting the derivative
equal to zero, and 4 points for finding the roots of the derivative). It is strongly
recommended that you grade question by question or page by page, for this allows you to
remember more easily how partial credit is assigned and promotes fairer grading. As
noted before, giving feedback on the exams is very helpful, but it can aso be time
consuming. Avoid just recording the number of points deducted without making any
other marks. Circle or otherwise indicate mistakes in students work; this also makes
cheating by correcting one’ swork much harder. Brief comments and suggestions for
students to come to office hours or speak with the primary instructor are also worthwhile
in many cases. Chapter 12 of Teaching Techniques discusses many issues related to the
mechanics of grading and general standards for assigning specific letter grades.

Evaluating TA performance

Most courses use student evaluation questionnaires to obtain feedback on teaching by
both faculty and TAs. Lists of the questions in the forms used at UCR for faculty and

TAs are given below. At some institutions the evaluations are set up so that the only thing
noticed is the average or median response to a so-called bottom line question of the form.
“What did y ou think of thisinstructor' steaching?’ but the evaluation feedback at UCR is
structured to discourage this shortcut; in part this is done in the way that the numerical
results are displayed, but a more important point is that unedited typed transcripts of the
student comments are returned and placed into the personnel files along with the
numerical data. Both Department officials and higher level administratorsin the
University inspect al the information in thefile.

For each item below, the mean and median scores together with the standard error are
tabulated.



FACULTY EVALUATION

What is your overall rating of the instructor?
1 2 3 4 5 6 7
(1 = poor, 7 = excellent)
What is your overall rating of the course?
1 2 3 4 5 6 7
(1 = poor, 7 = excellent)
Did the instructor present the material in an organized, understandable manner?
1 2 3 4 5 6 7
(1 = never, 4 = occasionally, 7 = aways)
Was the instructor concerned that students learn and understand the course material ?
1 2 3 4 5 6 7
(1 = poor, 7 = excellent)
5. Have you learned something you consider valuable?
1 2 3 4 5 6 7

(1 = definitely not, 4 = to some extent, 7 = definitely yes)



TEACHING ASSISTANT EVALUATION BY STUDENTS

[Thescaleis 1to 7, where 1 = rarely/poorly and 7 = always/extremely well; thereis also
a blank marked N/A for useif an itemis viewed as not applicable]

Organization

Lo

Provides goals and objectivesin his/her presentation.
2. Iswell prepared and clearly organized.

Knowledge

3. Thoroughly understands the subject matter.
Classroom Instruction

Explains the relevancy of the material.

Clarifies lectures and readings.

Encourages my participation through questions and/or classroom activities.

Creates a classroom atmosphere where | feel free to ask questions.

Respects the role of each student in a diverse environment.

Uses language appropriate to the level of the course.

0. Speaks clear, understandable English. (Not applicable in foreign language sections.)
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Rapport

11. Motivates me to do my best.
12. Is accessible and helpful during office hours.
13. Isapproachable ## his/her demeanor encourages interaction.
Grading

14. Gives useful feedback on graded assignments and exams.

Summary
15. Overall, is an effective teaching assistant.
There are strong arguments for and against the value of numerical evaluation data, but the
numerical results of evaluations are widely used to determine whether one performance
was in a broad normal range.

IMPORTANT

The TADP and Graduate Division here have adopted a score of 4.0 as a cutoff point for



guestion 15. When ratings fall below this mark, ateaching assistant is required to take the
remedial action prescribed by the TADP. In particular, thisincludes attending the training
and evaluation program run by that office. Continued evaluation humbers below the
4.0threshold can lead to termination of ateaching assstantship. Generally the
Department is committed to doing what it can to help teaching assistants perform in a
satisfactory manner and will work very aggressively to present all positive evidence at its
disposal (asit hasin many cases during the past few years), but the final decisionsin
problem cases are not made at the departmental level.

Class oom visits

It is also profitable in many casesto have afaculty evaluation of TA performance
through classroom visits. One example of an evaluation form for such visits was given
previously. Hereis the format of the evaluation form at UCR.

TEACHING ASSSTANT EVALUATION BY INSTRUCTOR
[Thescaleis 1to5, wherel=bad and 5 = excellent]

1. Wasthe TA easy to communicate with? For example, did the TA show up on time for
appointments, answer e-mail and so on?

Did the TA do what you wanted done in your discussion sections?

Were the students in the class satisfied with the TA asfar as you could tell?

Were you satisfied with the TA' s performance in the grading of exams?

Would you want the same TA again for asimilar assignment if you had a choice?

arpwDN

[Comments are solicited in the space benesth the questions.]
I nterim evaluations

Many instructors find it useful to conduct an informal evaluation early in the course
before student evaluations are run. In principle, thisis agood idea and is recommended,
but measures should be taken to guarantee the students'  privacy rights and to ensure
anonymity. Contact an appropriate person in the Department if you have any questions
along these lines.

Evaluating the primary instructor's management of asgstants

As noted before, questionnaires are circulated at the end of the quarter. For each TA
working for agiven primary instructor there is a separate form. These forms are not
shown to the primary instructors although the results will be passed along as appropriate.
The questionnaire asks for the number of students and lists the following questions:



. About how many times during the quarter did the primary instructor update you on
what he/she had covered in the lectures?

. Onascaleof 1 (worst) to 5 (best) how timely and complete was the information?

. About how many quizzes did the primary instructor want you to give?

. Towhat extent did the primary instructor assist in the grading of examinations? An
approximate percentage of his/her share would be useful.

. Onascale of 1 (worst) to 5 (best) how accessible was the primary instructor to
discussion section leaders?

. Do you have any further comments?



