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What to Know Before the First Class 
 
The first few days before instruction begins: 
 

See the undergraduate advisor about obtaining all desk copies of the course 

materials. Occasionally you will need to obtain readers that have been prepared 

at the various copy shops off-campus directly from the course professor. 

 

Download your class lists from https://egrades.sa.ucsb.edu/login.aspx and 

update them: they often change daily during the first two weeks of class. Set up 

your manual or electronic gradebook. 

 

Be sure to locate your classrooms - sections may take place on the opposite side 

of campus as the lecture. Find your classrooms and allow yourself plenty of time 

to arrive in a timely fashion - it is very difficult to enforce punctuality if you arrive 

late the first day. 

 

Try to get ahead on the readings so that when your own papers and 

presentations are due, you will not get stuck. 

 

If your section is scheduled to meet before the first lecture, you must go to that 

meeting, but please realize that most of your students will be absent. Plan on 

using the second week as the first class meeting, and perhaps distribute your 

section syllabus in lecture. 

 

Decide what type of material you will need before each section and be sure that 

you have the proper equipment (chalk, dry erase pens/eraser). Do you need to 

contact media services for an overhead? Are you going to show a film in a 

classroom that does not have wallbox with VCR? Do you need a key for the 

wallbox? Do you have a key and all the cables to hook up your laptop if you plan 

to use powerpoint? Have you contacted media services for a logon if you need to 

use the internet in class? Get to class early and test everything out to avoid 

glitches.  
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Electronic Equipment 

Classrooms are differently equipped for computer and internet use.  “Lecterns” have 

computers built-in and “podiums” are wired for a computer hookup.  Often you will need 

certain cables, or an internet account. To find out what your classroom has see 

http://www.id.ucsb.edu/.  (Go to Instructional Resources and Classroom Information.)  You 

can borrow a computer and data projector from Media Equipment.  They will deliver it and 

help you set it up, but they charge a fee.  Many classrooms have “lock boxes” that now have 

VHS and DVD players.  Go to http://www.id.ucsb.edu/ to see what your classroom has.  (Go 

to Instructional Resources and Classroom Information.)  Generally, rooms in HSSB and on 

the first floor of GIRV have VHS and DVD players and either a projector and screen or a TV 

monitor.  Email fvo@id.ucsb.edu and go to TV Services, Kerr 1200, to get a key for the lock 

box.   

Order what you need directly through Media Equipment.  Call them at 893-3549 or stop by 

Kerr 1160. Equipment will be delivered if the request is received at least 48 hours in 

advance.  They are strict about this.  If you want equipment at the last minute, you can stop 

by and, if it’s available, take it to your classroom yourself.  This is true of cd/cassette players 

and slide projectors too.  Whether or not they charge the department for the use and 

delivery of equipment depends on budgetary constraints and varies per quarter.  Be sure to 

ask. 

 
On-Campus Video/Film Resources 

Go to http://db.id.ucsb.edu/fvo/ to search the TV Services Videotape Library.  This can be 

reached through the Instructional Development home page, http://www.id.ucsb.edu/.  (Go to 

Instructional Resources, Classroom Services, and Film and Video Ordering.)  You can order 

on-line, via fax (893-8719), or email fvo@id.ucsb.edu.  If you want to purchase or rent a film 

from off-campus, you’ll have to negotiate that with your faculty supervisor and TV Services.  

There is a $75.00 allotment per quarter. 

You can also put tapes or dvd’s on reserve for student viewing in the Learning Labs in Kerr 

2160. Go to http://computerlabs.ic.ucsb.edu for more information on the Learning Labs. 

Library (http://www.library.ucsb.edu) 

You can do advanced searches in Pegasus and Melvyl for videos, and ILL films as well.  

Note:  Some movies can only be viewed in the library.   
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Pedagogical Theories  
 

The following sections are condensed excerpts that address some of 

the popular contemporary theories about teaching. You can find 

volumes written on each subject that we have allotted a paragraph to 

in this handbook. Ask the lead TA for recommendations for further 

resources in any area you want to learn more about. We also highly 

recommend that you take one of the courses offered in pedagogy in 

departments such as the Writing Program, Women’s Studies, and 

Education. 

 

Texts on Feminist/Libertory Pedagogy: 

 

Paolo Freire. Pedagogy of the Oppressed. 

 

bell hooks. Teaching to Transgress: Education as the Practice of Freedom. 

 

Annie Macdonald and Susan Sánchez-Casal, eds. Twenty-First-Century 

Feminist Classrooms: Pedagogies of Identity and Difference. 
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Bloom’s Taxonomy 
 

EVALUATION (making value judgments based on criteria/material, not opinions) 
SYNTHESIS (use what you’ve already learned to create something new) 

ANALYSIS (seeing patterns, break down problem into parts) 
APPLICATION (apply theories/rules to problem-solve) 

COMPREHENSION (understanding concepts) 
KNOWLEDGE (memory, info recall) 

 
The idea is to vary the cognitive complexity of the questions you ask, and to start with less 
complex types of questions to get started on the problem before moving on to more 
sophisticated approaches. “Critical thinking” takes place at the top three levels: analyze, 
synthesize (also called create), and evaluate. 
 
KNOWLEDGE:  define repeat list 
 name      label recall 
 memorize record relate 
 
COMPREHENSION: restate report express 
 describe tell locate 
 explain discuss review 
 identify recognize understand 
 translate  interpret 
 
APPLICATION: apply use practice 
 employ show demonstrate 
 dramatize operate illustrate 
  schedule 
 
ANALYSIS: distinguish debate compare 
 differentiate question diagram 
 calculate solve inspect 
 test analyze inventory 
 contract appraise  relate 
 criticize experiment examine 
 
SYNTHESIS: compose manage collect 
 propose set up create 
 formulate plan organize 
 assemble design prepare 
 construct  arrange 
 
EVALUATION: judge estimate  value 
 evaluate predict select/choose 
 compare appraise assess 
 score rate measure 
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topic. This can provide you with more meaningful starting points 

for your discussion. 

6. Information organized in personally meaningful ways is more 

likely to be retained, learned, and used. Show students several 

different ways to organize the same information, and work with 

the students to have them show you the ways in which they have 

organized and processed the material. 

7. Learners need feedback on their learning, early and often, to 

learn well; to become independent, they need to learn how to give 

themselves feedback. Try doing a midterm evaluation, and 

respond to their feedback as you would like them to respond to 

yours. Ask what they have been doing with the feedback you 

have given them so far- do they read your comments? What did 

they think of them? 

8. The ways in which learners are assessed and evaluated 

powerfully affect the ways in which they study and learn. Try to 

make the tests and evaluations correspond to what you feel is the 

most important material, and requires the type of thinking and 

learning that you want to promote. 

9. Mastering a skill or body of knowledge takes great amounts of 

time and effort. Angelo quotes Bloom for the statistics that 

mastery requires 40 hours a week, 50 weeks a year, three and a 

half to seven years of study (hmm, sounds like a PhD). The point: 

students need to face the amount of hours they need to put into 

each paper/exam. 

10.  Learning to apply previous knowledge and skills to new contexts 

requires a great deal of practice. Most learning is highly context-

bound, and many students cannot recognize things they’ve 

already learned if the context is shifted at all. Draw students’ 

attention continually between the general and the specific. 

Challenge students to identify and then create similar but different 

example or problems.  
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11.  High expectations encourage great achievement. Be clear about 

your expectations, but also make it clear they you have 

confidence that the students can meet those expectations. Share 

stories about former students that did well. Begin the course with 

less difficult assignments in order to build confidence. 

12. To be most effective, teachers need to balance levels of 

intellectual challenge and instructional support. Keep expectations 

high, but provide more explicit instructional “scaffolding” for 

students that have less preparation or who are struggling more. 

For example, highly structured directions, help in office hours, 

referral to additional tutoring. 

13. Motivation to learn is alterable; it can be positively or negatively 

affected by the task, the environment, the teacher, and the 

learner. Give students lots of specific examples of the value and 

usefulness of what they’re learning and help them make 

connections between short0term course goal and their own long-

term goals.  

14. Interaction between teachers and learners, and among learners, 

are some of the most powerful factors in promoting learning. 

Challenge them with assignments that groups can carry out more 

effectively than individuals can. Provide guidelines and guidance 

for group work- don’t assume that they will know how to 

collaborate. Try to de-emphasize competition among individuals. 
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First Day Basics 
 
Setting up the room  
 
 - Seating: Decide whether or not you want to move (or have students move) the desks into a 

circle or semi-circle for discussions. You may want to determine room set-up according to 

the activities that you have planned for any particular section meeting (facing the overhead 

or projector screen). 

 - Blackboard/whiteboard: Are there any notes or topic headings that you want to put up 

before each section begins? Often both students and TAs find it reassuring to refer to a 

written outline indicating what will be covered in each day's section meeting.  

- Is there a clock? Bring one or set your cell phone to silent mode! 

 
Introduction: your name, your email address, office and office hours 
 
 - This may be done by writing the information on the board at the beginning of class, but be 

warned: you will need to point it out numerous times during your first meeting as students 

will trickle in throughout the scheduled class period, and you will need to continue to put that 

information on the board for at least the next two weeks while students get settled. Be sure 

to write everything out as clearly as possible and also read it aloud. 

 - This information can also be used in the header of a section syllabus, should you choose 

to create one.  

 
Lay out your expectations  
 
 - Tell the students what to expect from your class, by hand out and/or a speech. If you 

create a first day handout, also read it over in class with painstaking slowness - don't 

assume that if you pass it out that your students will read it. You will need to cover not only 

your contact information but also: 

- attendance and tardiness policies 

- expectations for each section meeting (some TAs decide on which text(s) to discuss on 

which dates ahead of time in order to avoid confusion) 

- late policies on papers and exams- establish your limits with your students in your 

section syllabus. For example, if you will not accept emailed papers, tell the students so 

in no uncertain terms.   

- additional assignments you may add (quizzes, response papers, journals) 

- how you evaluate discussion participation (this can really help motivate them to speak) 
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Example #1:   
 

  
 Comparative Literature 30C 
 Professor X 
 Teaching Assistant: Marta Wilkinson 
 Office hours: M, W 2-3 pm, Phelps 6329 
 Email: martaw@umail.ucsb.edu 
 
Attendance: Section meets once a week and attendance is mandatory, as is punctuality. 
The professor has allotted 10% [this will vary, consult the professor's syllabus] to section 
attendance.  
 
Attendance also implies more than physical presence in the room. Doing work for other 
classes, reading during discussions, filling in crossword puzzles, text messaging your 
friends, or any type of “resting” with the eyes closed will all be marked as tardies.  
Tardies will also be counted. Two tardies equal an absence. [consult with the professor on 
such policies] 
 
Class Participation: There will be approximately 25 students in this class so 
participation is necessary to keep us all involved.  
 
Reading: This is a literature course so you will be expected to keep up with the readings 
and be ready to discuss, the materials on the days when certain readings are indicated.  I 
always find that it is difficult to become involved in a meaningful discussion or to write 
analytical papers and critical written responses if you have not read the work.  
 
Grade Breakdown: [take from the professor's syllabus] 
 Attendance:      10% 
 Quizzes:   20% 
 In-class responses  20% 
 Paper:   25% 
 Final:   25% 
 
PLAGIARISM: Don’t do it. According to the “Academic Dishonesty” pamphlet 
circulated by the UC system, “Plagiarism is academic theft. It refers to the use of 
another’s ideas or words without proper attribution or credit. An Author’s work is his/her 
property and should be respected by documentation.” For more on the university's 
policies toward plagiarism see: www.kiosk.ucsb.edu/academicservices/cheating.asp 
 
DISABILITIES: If you are in need of any accommodations due to a documented 
disability, please advise the professor so that the appropriate measures may be taken. 
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Example #2: 
 

 
Women’s Studies 40, Spring 2005 

Danielle La France    daniellelafrance@umail.ucsb.edu 
Danielle’s office hours: Tuesdays 2-4 pm in South Hall Tower #4431 R 

 
PURPOSE OF SECTION: 
 
to help you understand material- please feel free to ask for help, advice, clarification on 
assignments and lectures. There is no such thing as a stupid question! 
to help you work on your papers and do well on your exams 
 
 
CLASS EXPECTATIONS: 
 
respect others 
 don’t talk when someone else is talking (turn off cell phones) 
 don’t be late or skip (notify me if you have an unavoidable conflict or are ill) 
 please don’t eat in lecture or section 
don’t say things to hurt others (be mindful that others may be of a different class, gender, 

religion, race, or ability set than you or offended by bad language) 
 
go to lecture (ask a section-mate or me for the notes if you are sick- you will need them) 
 
do your reading- no excuses.  
 
go to every section: 
email a discussion question to the class list by 10 pm the night before section 
 this discussion question should be something that interests, puzzles, or confuses you in the 
text- cite the page number so the class can follow you 
 
do your papers on time  
 outline due by email one week before each paper is due 
plan ahead, keep the paper rubric in mind, try to use the feedback I give you 
 no late papers accepted- you will receive a zero if it’s not in on the due date 
 UCSB policy on plagiarism : 1st offense = 2 quarters suspension 
 
take your exams- no make-ups will be given 
 
CAMPUS RESOURCES: 
 
CLAS- drop-in writing tutors available Monday and Wednesday 6-10 pm, Embarcadero Hall 
Counseling Center –best to go in person, bungalow across from the bell tower 
Student Mentors: FroshMentor.OSLI@sa.ucsb.edu, SophMentor.OSLI@sa.ucsb.edu 
CARE- call anytime if you feel overwhelmed 893-5465 
Women’s Center -www.sa.ucsb.edu 
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Example #3: 
 

 
Section Information for Comparative Literature 30b, Winter 2002 

 
TA:  Stacey Van Dahm 
Office Hour: PHELPS6329, W 1:50-2:50, Th 3:10-4:10, or by appointment 
Email:  svd@umail.ucsb.edu 
 
Section Goals: 
The primary purpose for discussion section is for you to have the opportunity to discuss 
lecture material and course reading with your peers.  There is no better way to develop ideas 
and learn.  I think you will find that the material in this course is interesting and relevant—
take advantage of it!  I’ll do everything I can to facilitate discussion.  I will also try to bring 
different perspectives on the lecture material and help you prepare for papers and exams. 
 
Section Grade: 
Attendance:  You have one free absence.  After that, I will score your attendance out of 10 
(9/10 = 90%, etc.). 
 
Participation:  In addition to participating in discussion, I will ask you to do various activities 
during the quarter (eg., bringing in discussion openers, group work, in-class activities, etc.).  
You must read the material before coming to section. 
 
“Policies”: 
I will not accept late papers, nor emailed papers.  You may be able to “make-up” a missed 
section by attending another section during the same week. 
 
It is your responsibility to attend lectures.  If you miss a lecture or section, please borrow 
someone’s notes to photocopy.  I’m happy to inform you of any important information that 
you missed, but I cannot repeat lectures. 
 
Please let me know in advance if you have any extenuating circumstances that prevent you 
from completing an assignment. 
 
Please utilize my office hour to discuss papers (topics, writing, ideas, etc.).  I love to have 
visitors.  If you have a draft in advance, I will read the introduction and look at the general 
organization; I may not be able to read the entire draft.  I will discuss this in more detail near 
the due dates.        
Reminder:  CLAS is very helpful. 
 
Please feel free to email any comments, questions, or concerns at any time during the quarter.  
I love feedback.  I will usually respond to you within 24 hours. 
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Example #4: 
 

Comparative Literature 30B 
Major Works of European Literature: Renaissance to Neoclassical 

 
Anne Marcoline                                                                                                      Summer 2007 Sections 
Office: Phelps 5214                                                                                Thurs 11:00-12:20....Phelps 1425 
Office Hours: Tues./Wed.  2-3pm, and by appointment                 Thurs 12:30-1:50......Phelps 1425 
Email:  a_marcoline@umail.ucsb.edu    
 

***Please turn off your cell phone prior to class. 
 
1. Please follow the course syllabus attentively. Complete the readings prior to lectures. 
 
2. Your overall section grade is 5% of your final grade. 
  Attendance is mandatory and class participation is essential. Absence from any of the  section 
 meetings, without prior approval, will lower your section grade. Your section grade  will be 
 proportional to the quantity and quality of your contribution. It is therefore essential  that you 
 carefully prepare the reading assignments prior to class. 
 
 To each section, bring your books and any additional assignments.  You are responsible for all 
 discrete material of this course. 
 
3. The papers you will write account for 45% of your final grade (20% Essay 1; 25% Essay 2). 
 These assignments require a well-thought out, original argument and supporting textual 
 evidence. Take care to express yourself articulately. Organization, mechanics, content and 
 style factor into the overall quality of your work. It is in your best interest to start early in 
 order to factor in time for revision, for computer/printer crises and, if you like, to meet with 
 me. 
 
 Due to the brevity of a summer course, late papers will not be accepted. 
 
 *Academic misconduct is unacceptable and will be dealt with accordingly. 
 
 *The following are restrictions, not general guidelines: 12 point, Times New Roman font; 1-
 inch margins; double spaced; limit lengths; MLA format (Avail yourself of the MLA 
 Handbook for Writers of Research Papers: Main Library Reference Desk LB 2369.G53 
 2003 
 
4. If you wish to discuss your grades, please meet with me during my office hours. 
 Grades will not be discussed in class or by email. 
 
5. Office Hours: 
 Please avail yourself of my office hours (listed above). If you have a scheduling conflict, 
 please email me at least 24 hours in advance to make an alternative appointment. 
 
6. Email Policy: 
 Please use email only to schedule meetings, and/or to respond to short questions and 
 assignments that I have for you. Lengthy questions are better discussed in person. 
 
 Please use a screen name that clearly and professionally identifies you by your name, and 
 provide a clear subject heading that includes the course number (Comp Lit 30B). 
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Example #5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Comparative Literature 31: Major Works in Asian Literatures 
Fall 2006 
Professor Katharine Saltzman-Li 
TA: Rosie Kar 
Office Hours:  Monday, 11:00-1:00, Phelps 6323 
Sections: Monday, 9:00-9:50 am    Wednesday, 11:00-11:50 am 
Email: rkar@umail.ucsb.edu 
 
Discussion Section:  Discussion sections meet once a week, and attendance is mandatory, as is 
punctuality.  18% of your grade is allotted to attendance, quizzes, and participation. 
 
Attendance also implies more than physical presence in the room.   Doing work for other classes, 
reading during discussions, filling in crossword puzzles, chatting on AIM, text messaging your 
friends, or any type of “resting” with the eyes closed will all be noted, and will reflect on your 
grade.  TURN OFF YOUR CELL PHONES.   
 
Class Participation: There will be approximately 25 students in each section, so participation and 
paying attention is essential. 
 
Reading: This is a literature course, so you will be expected to keep up with the readings and be 
ready to discuss the materials on the days when certain readings are indicated.  I always find that it 
is difficult to become involved in a meaningful discussion or to write analytical papers and critical 
written responses if one has not read the work.  Professor Saltzman-Li asks that you read each 
assignment in its entirety before lecture. 
 
Discussion Section Grade Breakdown: 

Section is worth 18% of your final grade.  10% is allotted to attendance and participation and 8% is 
allotted to quizzes. 

Policies: 
• PLAGIARISM- DO NOT DO IT.  According to UCSB’s policy on plagiarism, a first 

offense results in 2 quarters of suspension. 
• Late papers WILL NOT be accepted.   
• E-mailed papers and homework assignments will absolutely NOT be accepted. 
• Eating is sections is fine with me, but please clean up after yourselves.   
• I ask that you be courteous and respectful of your peers.  Disrespect will not be tolerated. 

Campus Resources: 
• CLAS- Campus Learning Assistance Services- Writing Services in the buildings across 

from South Hall.  Phone #: 805-893-3269, www.clas.ucsb.edu 
• Counseling Center- Across from the bell tower. I would advise you to make an appointment 

in person.  Phone #: 805-893-4411, www.counseling.ucsb.edu 
• Disabled Students Program:  SAASB 1201, Phone #: 805-893-2668  www.sa.ucsb.edu/dsp 
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Additional UCSB Resources for Students 
 
 
Student Mentor Team: 
To help advise students choosing a major and planning for a career/grad school. 
Electronic newsletters announce Career Fairs, Resume Writing Workshops, and 
other Career Services Events 
Available for email advice, referrals, and one-on-one academic coaching 
appointments. 
 
FroshMentor.OSLI@sa.ucsb.edu 
SophMentor.OSLI@sa.ucsb.edu 
JuniorMentor.OSLI@sa.ucsb.edu 
TransferMentor.OSLI@sa.ucsb.edu 
SeniorMentor.OSLI@sa.ucsb.edu 
GradMentor.OSLI@sa.ucsb.edu 
 
 
C.L.A.S. (Campus Learning Assistance Services) 
www.clas.ucsb.edu- email for an appointment with a writing tutor or 
drop-in (see website for schedule). The office is located in the Student Resource 
Building, Room 3210. 
 
You can actually set up specific times for your class to get help with an assignment if 

you contact the office at the beginning of the quarter. They can be helpful, but they 

help most when they have strict writing guidelines and rubrics to follow in advising 

your students. 
 

Women’s Center 

They have computers, a kitchen, couches, and lockers that students can sign up for. 

They also have an extensive gender studies library. 
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Keeping Track of Attendance  
- You may want to do this either just after the first meeting, or wait until your class list is 

confirmed the second week, but don't wait too long! You may use a spreadsheet such as 

Excel, an actual grading program such as Micrograde, or even use a good old 

gradebook. Enter all of the names of your students and create spaces for each day of 

section, each assignment, and each exam. You will find that doing this earlier rather 

than later saves you a lot of time when you need to enter scores and return work to the 

students. Using a spreadsheet to enter the percentages that the professor has indicated 

for each assignment saves a lot of time. It doesn’t hurt to figure out what numeric values 

you will assign to + [plus] and - [minus] letter grades early on so that you can be 

consistent and avoid favoritism at the end of the quarter. Many students will want to 

know how his/her grade will be calculated, and will try to predict it immediately before 

finals week.  

 

Contacting Students Outside of Class 
- Just as it is important that students be able to get a hold of you, so too must you be able 

to contact them. You can download the students’ umail addresses from egrades into an 

excel spreadsheet. Many TAs prefer to collect them manually. Beware of allowing 

students to use any address other than their umail account. It only takes one virus to 

ruin your quarter. It’s not worth it!  

- Let the students know that they will be responsible for checking this account regularly, 

and that email, class time, and office hours are the only appropriate ways of 

communicating with you. Some TAs give restrictions as to when they are available by 

email, or prefer to avoid it altogether. Do what works for you but do not let students think 

you are at their beck and call. They must be responsible for setting aside time to contact 

you well before the last minute- but we are all human and emergencies arise, so have 

mercy. 

- Many TAs find it helpful to set up an email discussion list for your sections in order to do 

everything from contact individuals about specific questions that you may have, to 

contact the group in order to remind them of upcoming due dates or announce changes 

in due dates, post questions prior to discussion, or even for you to list additional 

information that you think may help their reading/writing that you were unable to address 

in section. To request a discussion list, go to https://secure.list.ucsb.edu/lsit/forms/ and 
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click on “Mailman Request”. They will send you a password, and then you can get into 

your list from https://lists.lsit.ucsb.edu/admin/(yourlistname). 

- For an example of how a discussion list can help you get your section started, here is 

one such list from a 30C course that was reading Madame Bovary: 

 

Mike: Why did Flaubert make Charles' downfall coincide with his greatest love. Is it to show,  
again, how this romantic extreme is unhealthy and precarious? 
 
Maggie: Does Emma's dissolution and ultimate downfall reflect the author's opinion that Romantic 
notions can not  
realistically prevail in a modern society? 
 
Clark: My question for the Madame Bovary book is in regards to what happened to Berthe after  
Emma died. Flaubert casually mentions on the very last page that she was sent to work at  
a cotton mill. Was it Flaubert's intention to end it with hope for Berthe or is she just  
doomed from her mother's debts? Is this just another example of his control of time? 
 
Stephanie: 
How responsible is Emma for the way her life has ended up? How much of her 'fate' should  
be blamed on the socialization she received when she was young, the class she was born  
into, and those around her? 
 
Elisa: 
I was personally more critical of Emma Bovary's character than sympathetic. Was it Flaubert's 
intention to invoke criticism from the readers even though he himself sympathized with Emma?  
 
Cassandra:  was it common for fathers or parents, after their daughter got married to leave most of 
their child's care to the husband?  Because Pere Rouault didn't really have much contact with Emma 
after she married Charles, and yet his  
parents were around quite a bit.  
 
Ashley: Is she in control, as she strives to be, or is she just a helpless female figure who may only be 
rescued by males, who hold the only power in the novel?  
 
Hievda:   What let Emma be so affected by books? And why did this book affect me? Why does she 
give up on Berthe? 
 
Rachel: 
At the first Madame Bovary lecture, it was said that Flaubert's desires were clashing  
between art and life. Flaubert thought that art can create life yet it was also a way to  
avoid life; that people are mere books and he can synthesize them. What was meant by this? 
 
Colleen: What is the significance of the blind man and his song and the fact that it is the last thing 
Emma hears. 
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Adding and dropping  
 
 - Advise students that you will not be able to add anyone until at least the second week of 

classes because you will need to get a feel for how many people may drop the course or not 

show up until the second week. Ask that people drop as soon as they know they will not 

keep the course, to help the people trying to get in. There are always surprises, but the fast 

pace of quarters make it difficult for students to catch up after the second week. Professors 

often have a specific policy for dropping students and adding new ones, so make sure the 

policy you adopt does not conflict with what the professor is telling your students. 

 

Crashers  
 
 - Start a separate list (or note cards) for crashers to write down their names and emails. 

Reiterate that you will not add anyone on the first day of class, but that they are welcome to 

stay for discussion and you will keep their names and emails and give them priority over 

crashers who may not show up until the second week.  

 - By the end of the second section meeting, do an inventory of who is left from the crash 

sheet. Often you will find that you have just enough spots for the students who have been 

attending and participating. If you still have a surplus of students over available spots, the 

choice of who gets to add the class is yours (check with the professor as to whether he or 

she wants you to take all seniors or majors, some of them have a preference). Some TAs 

use a lottery method. Have those students write their names down on strips of paper, put 

them all in a bag and have an already enrolled student pull out as many strips as you have 

seats. Or try picking a number between 1 and 100 and the closest choices win. 
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Ice Breakers 
 
 
Get their attention  

 - The biggest favor that you can do yourself is to start strong! Go in, assume the 

authoritative position and begin immediately with class business. Let them know that you 

mean business, you are there to teach them, not to be their new friend. If you become 

friendly later, that's great, but if you start off that way, it is difficult to get them to see you as 

a serious teacher.  

  - Have at least one name activity (this is entirely for your own benefit), one quiet, "make 

them think and write" activity, and one discussion activity prepared; this will let them know 

that they are there to work! 

 

Examples: 

1. Names:  

 #1 - Call the names aloud from the roster, then go back through the roster and test 

yourself (aloud) by trying to identify all of the students whose names you just called. 

(You may also want to write little descriptive notes to yourself to help you remember 

who is who) Then at the next meeting, try taking roll by identifying the student by his 

or her name first (sometimes I just go up and down one row at a time with the roster 

in front of me, look at the student and then through the list of names hoping that one 

will sound familiar). Do this once or twice at the beginning of each meeting until you 

have it down. The advantage is that by the third or fourth week you can take 

attendance without them even knowing!   

   #2 - Use a little index cards and have students write their names and emails on 

them the first day of class. As you collect them, have them tell you something about 

themselves, a favorite book or movie, and write this on the bottom along with a 

physical description or anything else you need to remember them. Go through the 

cards and say everyone's name again before dismissing the class the first time to let 

it sink in. Use these cards the first three weeks when taking roll to get their names 

down. 

2. "Think and Write":  

 (This is much easier if the course has already had at least one lecture) Have a few 

questions on the board or overhead as the students enter and have them begin the 
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period by writing while you take roll and tell all the late-comers and crashers to have 

a seat. The questions can be general, such as: "What preconceived notions did you 

have about [Name of the Work] before hearing the lecture on it? What do you know 

about [name of author]? What do you know about [time period]?" 

3. Discussion activity:  

 #1: Following the "Think and Write" activity, ask these questions aloud and look for 

volunteer responses.  

#2: Choose a passage from the text that has not been covered in lecture and read it 

aloud in class. Ask students to interpret it from a variety of contexts: i.e., How would 

this have been understood during its time? How do we understand it now? How can 

it be read from a psychoanalytic perspective? From a feminist one? 

 

Many people feel that if you get students involved in the course during that very first section, 

they will take you and the course far more seriously.  
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Discussion Ideas and Activities 
 

Here are some ideas you may want to experiment with or adapt to your teaching style. 

 

1. Delegate the task of questions: On the first day of section divide up the roster so that 2 - 3 

students are assigned to come up with questions for each section meeting. The students 

should email you their questions at least 24 hours before section meets. You can then make 

up a handout or an overhead and decide whether the whole class will work on the questions 

or if you want to divide them up for group discussions. You will want to keep a master list to 

remind students each week (in section and via email) who is sending in questions for the 

next meeting.  

 

2. Point of view exercise: Select 4 or 5 important characters from the work that is currently 

under discussion. Place these names on strips of paper (you will need to repeat characters 

in order to have enough to distribute to all your students) and have the students each draw a 

name from a bag - this way they know it is completely at random. Then give the students 5-

10 minutes to free write an argument defending that character's actions in the text (or in a 

part of the text) - from the 1st person perspective of that character. Students really do get 

"into" it. Then spend 5-10 minutes per character sharing and discussing the various 

perspectives that students have brought up in their writing. 

 

3. Reader’s Theater: Pick a pivotal scene of the text. Then get students to take on character 

roles and read the scene aloud, perhaps physically acting it out if they are willing. Consider 

the setting, the positioning of the characters and other details and discuss how all of these 

elements contribute to the scene in particular and then to the work as a whole. Ask students 

who did not read aloud to describe how this exercise changed or influenced how they 

perceive the story and/or characters. 

 

4. Historical context: Prepare a timeline and fact sheet of important historical, literary, and 

artistic events that frame the work being discussed (students often appreciate this since they 

most likely are not aware of the "big picture" that literature contributes to). Ask questions 

based on several different perspectives of these contributing influences. Or divide the class 

into sections and have them discuss and then share their ideas on how each of the various 

elements may have contributed to, or influenced the work and vice-versa. 
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5. Elements and symbols: Depending on the work and the theme of the course, choose a 

few elements that are appropriate to a discussion of work; things such as symbols (water, 

colors, nature, etc) doubling, class structures, self-exploration, education, travel…. Put this 

list on the board. Then divide the students into groups and assign each group a different 

chapter or section of the text. Have each group go through the list of elements and identify 

as many as they can in their chosen section. Give them about 10 minutes and then have 

each group share its findings.  

 

6. Create-Your-Own-Adventure: Tell the students that you'd like to know how they WISH the 

book had ended. Give them about ten minutes in small groups to brainstorm what they will 

say and then have each group present their alternative ending for the novel to the class. 

Emphasize that this is to be a quick summary. In the process, the actual ending of the book 

should be clarified for those who haven't quite gotten there and hopefully they will discuss 

the characters. Encourage other groups to ask questions about why each group created the 

endings they did. If you want, have all the groups vote for the best ending at the end of 

section. 

 

7. Debate:  Scholarship is often full of debates.  Divide the class into two teams and have 

them debate an issue in the text at hand.  It helps to give them some time to prepare and 

find passages to support the position you give them, but be sure to have at least 20 minutes 

for the debate, and a few minutes for them to summarize or reflect on the exercise at the 

end of the section. 

 

8. Student test:  Have the students generate questions that they feel would be fair or may 

surface on the midterm or final. Then have them generate answers or sketch outlines for 

essays that they would write to address those questions. They can do this as a large group 

or split into smaller working groups. 

  

9. Role-Playing: Divide students into groups of 3 or 4. In each group, have a student be a 

different character (have them pick index cards out of your hand) from the work that you are 

currently discussing. Have each student give the viewpoint of his/her character for a certain 

scene (you may want to assign different passages to each group). Allow about ten minutes 

for this discussion and then have each group share what they learned about the scene or 

the characters' or narrator's perspective.  
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10. Illustrative Quotations: Direct students to one or two sentences from the reading that 

best captures a major theme of the piece or that represents a viewpoint they agree or 

disagree with. Have students read them aloud and tell why they thought it was key so the 

rest of the class can respond.  

 

11. Poetry Discussion: The week before you do this activity, ask each student to come to 

class the next week prepared to say which of the poems was his or her favorite and be able 

to explain why. When you call on a student, ask him or her to read the poem (or a stanza, 

depending on the length) aloud. After he/she gives her justification for choosing the poem, 

ask a different student to describe his or her interpretation of the same poem. Then ask a 

third. The point is to get them to realize that coming up with the same answer is NOT the 

point of reading poetry. If a student insists that they don't like any of the poems, change 

tactics and have them explain the one they absolutely hate and why it offended them so 

much. If the poem is one that the professor talked about in lecture, bring up that 

interpretation and stress that it is only ONE way to read the poem (although exams should 

be answered based on lecture material, since they are being tested to see if they absorbed 

it). 

 

12. Wait them out:  Ask a simple question, like "What do you think about [text]?" and then sit 

and wait until they start talking.  This can take a while, so you need to be resolute.  You can't 

do this all the time, but discussion section is a place for students to learn to formulate their 

own thoughts, and it's a useful skill for the students to learn how to say something when 

given nothing but a text. Try timing your own wait time and see what happens when you 

deliberately increase it one day. Do new students speak up? 

 

13. Take a vote! Ask the students for different main ideas from that day’s reading and list 

them on the board. Then have them vote on which ones to discuss and which to begin with. 

 

14. Student presentations. Sometimes you will need to have them work in pairs or groups in 

order to give everyone a chance, but this can really give the quieter students a chance to 

present their views and break up the class tendency to rely on the TA voice. Encourage the 

rest of the class to ask questions and engage with the student who has presented, so that 

the presentation becomes a discussion starter rather than a “performance”. 
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15. Current Events. Relate something from the course material to something in popular 

culture and bring in that example: song lyrics, a music video, a clip from a movie? Ask the 

students how the original text and the contemporary version are related and how they are 

different. Sometimes they will start a debate about this. 

 

16. Close Reading. Put a passage on an overhead projector transparency and work with it 

as a class. Or bring in a selection of key passages you have chosen from the text and have 

students read and present them to the class in groups of four.  

 

17. Quickwrite. Ask students to write for 5-10 minutes on the reading at the start of class. Go 

around the room asking each student to name one important point, new discovery, or 

question s/he has about the reading. Ask students to help you list the three most important 

points from the reading on the board.  
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T.A./ Professor Relations 
 
-You should receive a letter from the course professor at the beginning of the quarter that 

details his/her expectations from you over the course of the quarter. All TAs are expected to 

attend course lectures, hold sections, be available for 2 office hours each week, and grade 

all assignments (excepting honors section students’ assignments, which are graded by the 

professor). Some professors also hold weekly TA meetings, ask TAs to help with 

photocopying, drafting exam questions and essay prompts, etc. 

 

- Your professor will usually schedule a meeting with you before the first lecture.  Generally 

he or she will present you with a syllabus at this time, discuss the course assignments and 

due dates, and decide which sections each TA will teach.  Do not be afraid to ask what the 

professor's expectations for sections are. Each professor that you work with will be very 

different - some may give you complete freedom and others may have a very specific idea of 

what they expect to be covered in discussion. Remember you are the professor’s assistant 

and this is part of your internship into the profession. 

 

 - Remember that the professor is in charge of the class, and while you have a certain 

amount of freedom in how you deal with the material and your students, the general 

philosophy of the course is up to the professor. Please avoid contradicting the professor or 

doing anything to diminish his/her credibility. If you have a professional or ethical conflict 

with lecture material, discuss this privately with the professor as soon as possible or contact 

the department chair. 

 

 - Let the professor know if there are problems or questions that arise in section. This may 

range from your students struggling with a certain concept to specific student issues such as 

discipline and plagiarism. The professor has ultimate authority over the class, and makes 

the call as to what actions you ultimately take in dealing with problem students. Email 

contact is appropriate; however, certain professors do not check email as frequently and are 

better approached in person. Most professors love to hear how sections are going and enjoy 

interacting with grad students, so don’t be intimidated. 
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Negotiating Difference in the Classroom 
 
Over and above differences in ability, personality, and preparation, the UCSB 

classroom is not a level playing field. Learning about privilege and how it affects 

learning in your classroom is crucial to helping disadvantaged students maximize 

their chances to learn. For example, you need to know that UCSB has the highest 

median parent income of all public universities in the state, and that we are the only 

University of California campus to remain 75% white. Most large classrooms contain 

0-5 Black students total. We have a historically active Chicano Studies department, 

which now has the first PhD program in the nation, and many activist organizations 

for raising racial consciousness. These are a direct result of the creation of UCSB as 

an alternative to other more culturally diverse UC campuses and the resultant race 

problem we have on our campus. The abundance of privilege on our campus can 

serve to silence many of our students. Whether or not you try to practice or teach 

social justice in your classroom, being aware of how privilege affects your own 

interaction with your students and your students’ interactions with each other is part 

of a TA’s professional development. 
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ESL/Bilingual Student Issues 
 
Problem 

Solution 
Student’s lack of motivation                

Help the student to define personal goals 

Student’s lack of confidence 

Encourage the student in his/her progress 

 

Student’s lack of entitlement to get help 

Be proactive: initiate a one-on-one conversation 

 

Teacher’s lack of understanding with regard to student’s cultural linguistic factors 

Ask non-judgmental questions (see list below) 

 

Teacher’s frustration that student is not “on the same page” as the class 

Consider the role of a teacher in helping individuals to progress 

 

UCSB Resources for ESL Students 

EOP Center (for emotional, scholastic, and financial support) 
Writing tutoring at CLAS 

Language Exchange Program (for verbal and written English practice) 
English Language Learning Classes 

 
• What is the student’s major? Does he/she know his/her career goals? 

• What was the student’s first language? What other languages does he/she speak? 

• Does the student read and write in the native/first language? 

• How often does the student read in English? In the other language(s)? 

• What language does the student feel most fluent/comfortable in? 

• What language does the student speak with family? 

• Did the student ever live in another country?  

• If the student has immigrated, how long has he/she been here? How does he/she feel about 

being in the U.S.? 

• What languages did he/she study in that country? 
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Dealing with Race and Class Stereotypes 
 
Honestly, it takes experience to be able to handle these scenarios without reacting 

emotionally. It helps to remember that many of these students have never met 

people who are not wealthy and white like themselves, and that a university 

education may be the only place for them to learn about the way other people 

experience the world. The way a TA handles a racist and/or classist comment in the 

classroom affects how all students continue to behave in that setting. The challenge 

is to turn this occurrence into a teaching moment in a way that does not make the 

student who made the comment feel attacked or ridiculed. Separating the issues of 

race, ethnicity, and nationality are often difficult, and sometimes acknowledging that 

difficulty can be one way to diffuse the situation. Class privilege can be subtle, but 

often surfaces with regard to certain high culture experiences (opera, perhaps) that 

not all students share. Conversations that assume familiarity with such experiences 

can marginalize and shame those who have not been privileged to share such 

experience or have known people who have. 
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Avoiding Sexism and Heteronormativity 
 
Paying close attention to the language we use when we analyze situations from the 

texts we read can help us avoid unconsciously hurting students’ feelings. Especially 

when making generalizations, it can be easy to fall into a linguistic trap that makes 

assumptions which can offend students. (For example, referring to a romantic 

relationship as one with a member of the opposite sex, or always using a masculine 

pronoun when the gender is unknown). Reconsidering a habit or tradition can be a 

difficult process, but if we realize that it can diminish human dignity and worth, it may 

be worth the effort. As TAs, revealing our own privileges and confronting our own 

prejudices can help us to acknowledge the harmfulness of practices that 

unintentionally perpetuate stereotypes or are complicit with institutionalized 

oppression. Shosana Felman, in her 1995 Education and Crisis, or the Vicissitudes 

of Teaching, writes that “in the process of coming to know, one invests in the 

rethinking of the self as an effect of, and condition for, encountering the other as an 

equal.” In other words, our self-perceptions often inhibit us from seeing each other. 

Learning to work on this ourselves and modeling our behavior is one way to help 

students move towards this consciousness, but when they come into conflict with 

one another in our presence, we must make our own calls about how to suggest a 

mediation of those differing perceptions. 
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Troubleshooting 
 
Many students prefer discussion section to lecture because only in section do they feel 

comfortable asking the questions they have about what they are reading, or about things the 

professor said that they didn’t understand. However, often student comments and behavior 

can lead to difficult situations. We offer some suggestions, but unfortunately you will have to 

deal with each scenario as it arises, and the first time is always tough. 

 

 - When preparing for your section, try to set one or two clear goals for that class period - if 

you open up the floor to any and all questions, discussion can either stray far beyond the 

scope and topic of the course or become stymied. As the discussion leader you want them 

to explore ideas, but you also have the responsibility of reining them back in, or they will be 

confused as to what they were supposed to have learned or what information they should 

use for an exam. Think up an activity, go over the questions they have posted to the list, 

direct their attention to a close reading of a certain poem or passage in the text. 

 

  - It will happen to everyone! A student will inevitably (at some point) ask a question that you 

simply can't answer. Do not be afraid to say "I don't know." Being dishonest causes you to 

lose credibility (they can often innately sense it). Sometime you can deflect this situation by 

posing the question to the class - students often have a wide range of information and 

interests different than our own. You could also appoint someone to look up the question 

(preferably the student who asked) and have a response for the class for the next week.  

 

 - What are we discussing this week? Your students will often be so overwhelmed with other 

courses and various life dramas that you will need to remind them all not only what week it 

is, but what work they should be discussing. DO NOT SUMMARIZE FOR THEM. You may 

want to begin the section by calling on a few volunteers to recap. Or make a game of it by 

having several students not only recap the text, but then add own their readings and 

perhaps a question. Once this is finished you will hopefully have, if nothing else, 2-3 

different readings and as many student-generated questions to help get the ball rolling.  
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- It happens to all of us at some point. We ask a question, addressed to the class in general, 

only to meet twenty-five blank stares. Why does this happen and what can you do to combat 

it? First of all, remember how strong the UCSB peer culture is. Students are afraid to be 

judged not only by what they answer, but if they answer too quickly. You’ve got to break the 

tension and give them an easier task.  

Sometimes a joke works, enabling a student to feel more at ease and respond. However, 

calling on the students by name rather than waiting for someone to actually volunteer can 

prove more effecient They get used to this procedure, and feel ready to speak up when they 

know it is their “turn”. When you call on a student who is unprepared, you can either call on 

someone else or ask for a volunteer to “help that student out” with that question.  

Whatever you do, try to avoid the trap of answering your own questions. That leads to a 

lecture instead of a discussion. Students will let you do this because then they don’t have to 

take the risk of participating. However, it kills the chance for any actual communication. Be 

brave when your questions fall flat. Leave them out there and ask different ones. Change 

topics, pick up a student question from an email and read it aloud, switch to a small group 

task to get the students engaged or ask them to freewrite about the question. Don’t let it 

unnerve you. Everyone is afraid of being “wrong”. Work to create an environment where 

there is no such thing as “right” and “wrong” and this fear will dissipate with time. 

 

- When a student argues for the sake of argument, they are often trying to challenge your 

credibility with the rest of the class in order to get attention. Simply move on, or 

acknowledge that student by asking them to answer a different question. 

 

- Some students go on indefinitely when asking questions. This is unfair to the rest of the 

class due to the limited class time. If you can anticipate the question,intervene to both ask 

and answer the question as quickly as possible, or stop the student and ask for the class to 

deal with the “first part” of the question he or she has posed (Watkins). 

 
- Some strategies you can use to increase direct communication: 

1. Confrontation: Confront the questioner with your reaction to his or her behavior. 
"What I really hear you saying is …." 

2. Active Listening: Paraphrase the message you heard and check out the accuracy 
of your assumptions before responding. 

3. Table it. You don’t have to respond immediately. 
4. Owning or modeling: Use direct statements rather than questions. Change your 

own behavior in order to influence a change in the other’s person’s behavior. 
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5. Locating: Ask the questioner to explain the context behind the question. 
6. Sharing: View communication as a sharing process; be willing to take risks and 

work toward achieving a common meaning. Talk to colleagues (call your 
Teaching Buddy!) 

 
Teaching Do's and Don'ts 

 Teaching Do's 

1. Be prepared - This means having your material ready, handout available, 

audiovisuals cued up, and whatever else is needed for that session.  

2. Make opening remarks - Opening remarks are particularly important at the first class 

meeting. Your students are wondering which text you will use. How much homework 

will be assigned? Is a term paper required? Until you answer these questions, the 

students' minds will not be completely tuned towards you. 

3. Make class comfortable - This item has two facets: 1) physical comfort ("Can 

everyone see and hear?") and 2) mental or psychological comfort ("Feel free to ask 

questions at any time.") 

4. State objectives - Stating objectives is nothing more than helping a student mentally 

organize the material you are presenting.  

5. Be organized - Organize your lectures. Follow through on ideas. Don't jump around 

creating a mish mash of concepts. Organizing your ideas into a structure that the 

student can follow should enhance learning. 

6. Use audio/visual aids - People learn better when more than one sense of modality is 

stimulated. Also, audio, video, movies, overhead transparencies, and other training 

aids add a nice change of pace to lecturing. 

7. Know your material - This item is the most important. Nothing causes a student to 

tune a teacher out faster than the instructor losing his or her credibility. Students 

don't expect an instructor to know everything; but, if you give wrong or incomplete 

information, eventually your students will doubt everything you say. 

8. Answer questions - This item has two parts. 1) Answer questions when they are 

asked. 2) After you answer the question, ask the student if you have answered the 

question that was asked. 

9. Provide feedback - With all we don't know about teaching there is one thing we can 

state with certainty: without feedback, learning does not take place. 

10.  Show enthusiasm - You enthusiasm should take two directions. Be enthusiastic 

about your subject; be enthusiastic about teaching. Students tend to pick up and 

respond to an instructor's enthusiasm. 
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11. Maintain control - When you assume authority, you also assume its responsibility. It 

is your job to keep personality conflicts, domineering students, or other classroom 

problems under control. Don't think these things do not happen when you are 

teaching adults. 

12. Be flexible - A well-prepared instructor has a detailed outline to follow. This does not 

preclude adjusting the outline to serve the immediate needs of your students. 

Remember: Your function as an instructor is to service the needs of your students. 

13. Encourage participation - An active class is alert, and it does learn. A passive class 

may learn. Encourage questions and discussion. 

14. Establish rapport - Rapport is difficult to define, but we know it when we see it. Be 

kind and sensitive to your students. Treat your students as adults. Rapport should 

follow.  

15. Evaluate progress - If something is worth taking the time to teach, then it is worth 

taking the time to see that you taught it. We suggest you break up your lecture into 

small time segments and ask questions at the end of these segments. This way it is 

possible to isolate problems or confusion. 

16. Be yourself - Often novice instructors try to imitate an instructor of whom they were 

especially fond. Unless your personalities are similar, it doesn't work. 

 

 Teaching Don'ts 

1. Don't start late or run overtime - Start classes on time. Holding up a class unduly 

long or waiting for stragglers only punishes those there on time. If you run past the 

time for the class to end, you are not only angering your students; they are not 

listening to you anyway. 

2. Don't waste time - Classroom digressions are fine. A funny story, something that 

happened to you on your way to class, and so forth are all right, but don't let 

digressions predominate. Students are in class to learn. 

3. Don't monopolize conversation - Let's face it, most of us are instructors because we 

have information to give. And that is the instructor's job -- to communicate that 

knowledge to the class. But let students have their say, too. Questioning skills are 

particularly useful to get them involved. 

4. Don't be pompous - It is a simple truth that people like modesty and dislike 

pomposity. Initially, a class, like most audiences, is pulling for the instructor. Students 

want you to do well. Acting pompous will quickly lose you this support.  
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5. Don't ridicule - Ridiculing students, at any grade level, is improper behavior. Poking 

fun at a student or at a student's answer has probably intimidated and turned off 

more students than any other instructor behavior. 

6. Don't be a dictator - Your approach to lectures and assignments should create an 

atmosphere of shared problem solving. No one wants to be dictated to; that is 

especially true of adults. 

7. Don't speak too fast/slow - Speaking too rapidly will lose the slow students; speaking 

too slowly will lose the fast students. There is a happy medium. A clear, well-

modulated voice helps an instructor tremendously. 

8. Don't read material - We don't mean never read material. A short article to preserve 

the author's original words is fine. Conversely, to read a 45-minute lecture is 

ludicrous. It would be more efficient to make copies and send everyone home early. 

9. Don't interrupt answers - Many instructors develop the bad habit of interrupting 

students answers and finishing the question they started themselves. 

10. Don't lock horns - You are not going to love every student you have in class, and 

every one of your students is not going to love you. Personality conflicts will arise. 

Don't abuse your authority. The best time to resolve personality conflicts is during 

breaks or after class. 

11. Don't lose students' respect - Losing respect can happen in many ways. Profanity 

doesn't belong in a classroom. Instructors should maintain a slight distance between 

themselves and their classes. Too many instructors try to be buddy-buddy to win 

favorable feedback at the expense of their effectiveness as a teacher.  

12. Don't bring your own problems to class - Before entering the classroom, you may 

have pumped out your basement, fixed a flat tire, or had a spat with your spouse. 

Hard as it is, try to brush your emotions aside and come on cheerfully to your class.  

13. Don't fake it - If you do fake it, make sure you don't get caught. As we mentioned 

before, an instructor must establish credibility. 

14. Don't display distracting mannerisms - A distracting mannerism is anything that you 

say or do that interferes with your students' learning. The most obvious of these are 

the overuse of "OK" or "all right," and toying with something in your hand such as a 

pointer. These mannerisms tend to distract your students' attention. 
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Distressed Students 
 
Identifying a distressed student: 

• They verbalize their problems to you 
• They follow you around or “haunt” your office hours 
• Excessive/inappropriate anger 
• Behavorial/emotional change 
• Withdrawal 
• Dramatic change in hygiene/appearance 
• Expressing unusual/abnormal/dangerous thoughts/desires 
• Dramatic decline in academic performance 

 
Resources: 
TA trainers 
Counseling Services 
R.A. (for students living in the dorms) 
Rape Crisis Center (24 hour hotline) 564-3696 
Rape Prevention: Carol Mosely in the Women’s Center 893-3778 
Office of Student Life 893-4560 
Student Health 893-3371 
Social Worker- Burt Romotsky, LCSW 893-3380 romotsky-b@sa.ucsb.edu 
For more information, you can look up the Referring Distressed Students Guide at 
www.sa.ucsb.edu/distressedstudentsguide/index.asp 
 
Counseling Services  
893-4411 
What the student can expect when you refer them to Counseling Services: 
30-40 minutes intake appointment 
4 free confidential appointments with a staff therapist 
 
these sessions can help with: 

• reducing stress 
• time management 
• roommate/living situation issues 
• relationship problems 
• family issues 
• academic and career goals and obstacles 
• drug/alcohol abuse, eating disorders, other addictions 

 
Stress Management Program 
Students can take advantage of the large library of self-help tapes, the egg chair, 
and massage chairs. 
Test Anxiety Program- 
Peer counselors will meet one-on-one with students up to six times to help work on 
strategies for test taking that reduce anxiety and blocks. 
Helpline: 692-4011 (suicide prevention, 24 hours a day) 
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Disabled Students Program 
 
Director: Gary White 893-2668 

They provide services to students with documented disabilities, which include: 

• Test taking proctor (by far the most commonly used service- a separate room 

with a proctor and five instead of three hours for a final exam) 

• Readers 

• Note takers 

• Adaptive equipment 

• Registration assistance 

• Sign language interpreters 

• Advising 

• Adaptive computing 

 

What you need to know: 

TAs are NOT to ask DSP students to identify themselves. As the student’s evaluator, 

these students generally want you to be blind to any disability they may have (if 

possible). They may choose to reveal their disability to you and ask you for 

additional help; this is up to your discretion. DSP students are responsible for getting 

their documentation from DSP, taking the form to the Professor/Instructor of Record 

at the beginning of the course, who is responsible for arranging the services 

requested. If the student has not done the paperwork and suddenly requests 

services at the end of the quarter, they are not entitled to receive them. Don’t try to 

explain this: simply refer the student to the professor and/or the DSP office. As a TA, 

you are NOT to arrange these services, even if the professor mistakenly asks you to 

assume these duties. It’s also not your responsibility to diagnose students with 

learning or other disabilities.  

Most professors will have a statement on their syllabus directing DSP students to 

contact them for accommodations, but you may put a similar statement on your own 

section syllabus that directs these students to the professor as well. 

 



 41

The number of disabled students in the UCSB population has increased rapidly in 

recent years. The lack of problem solving ability has often been attributed to the 

“Helicopter Parenting” of those born after 1982. The greatest proportion of these are 

mental illnesses. The number of students that seek treatment has increased 800% in 

the last ten years. 

• Azberger’s- type of functional autism, socially delayed 
• Clinical Depression: biggest risk= suicide, also dropping out 

Important to know that meds AND therapy necessary for recovery 
• Schizophrenia: NOT split personality disorder, but increasing detachment 

from reality, withdrawal into an inner world 
 
 
 
Behavioral Misconduct in the Classroom 
 
What is inappropriate behavior? 
Violence or threats of violence, violent language 
Sexual harassment, stalking 
Obstruction/disruption of teaching, research or administration 
Intimidation, harassment, disorderly and/or lewd conduct 
Disturbance of the peace/unlawful assembly in the classroom 
Failure to comply with the directions of the instructor 
 
How it makes you feel as TA: 
Uncomfortable, uneasy 
Alarmed/frightened 
Concerned about the student’s ability to function or pass 
Lingering concern or feeling upset about the student’s comments and/or behavior 
 
Go to: Your instructor of record, TA trainers 
           Elizabeth Weber, Sara Lindheim, Sierra Grey 
Other Resources: 
Office of Judicial Affairs: Joseph Navarro 893-4569, Angie Tozier 893-5016 
            available to discuss disruptive classroom behavior 
            www.sa.ucsb.edu/Regulations 
 
Students CAN be excluded from a class, but you must follow the procedure of 
notifying the student, the department chair, and the dean. 
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Hostile or Resistant Students 

Because public speakers often attempt to persuade, research in this field offers helpful 

advice for instructors who encounter resistance. Here are some strategies public speakers 

use: 

1. If a student makes an angry negative remark ("Why did you flunk me on that 
test?"), neutralize it by coming back with a positive response ("I understand how 
you feel. Let me clarify my grading criteria"). 

2. If you can agree with the person's initial statement without contradicting your 
lecture or compromising your position, do so. You may not be able to turn the 
student around, but you can defuse his anger.  

3. Make either no comments or only neutral comments, such as, "I understand what 
you're saying," as the student expresses his/her feelings. 

4. Give the hostile individual an action outlet, and demonstrate an assertive, active 
posture yourself. The student who is upset about a grade will be most satisfied if 
you give him an alternative: taking an alternative version of the test, having one 
grade dropped from all tests, or just having the opportunity to explain his 
perspective to you, preferably in writing.  

5. Take personal concerns into account. Writing about people and change, Gene 
Hall says that people who seem to resist change actually have heightened 
personal concerns. In other words, they are not sure how the change will affect 
them personally. By listening carefully to the personal concerns implied by hostile 
individuals, you can often respond more accurately to the feelings behind the 
message.  

6. Call on students' deeper values. If students see that their anger conflicts with 
their most deeply held values, you may be able to create sufficient cognitive 
dissonance to calm them.  

7. Confront the behavior you see. Don't humiliate or attack the student, but clarify 
and describe exactly what you see. "I get the impression that you feel very 
strongly about [this question]. I recognize that there's more than one way of 
viewing [this question], and I don't want to fight with you. I think the classroom 
should be a place where many perspectives are presented so we can learn from 
each other." 

8. Reframe. Clarify the assumptions behind the person's argument and then invite 
her to see alternative possibilities. "Your argument is premised on the idea that 
people cannot be trusted. How would you restructure your position to reflect the 
assumption that people can be trusted?" 
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Sexual Harassment 
 
As the authority figure in the classroom, what you say and how you say it conveys not only 

information but also attitudes and emotions. Comments that implicitly or explicitly devalue a 

student simply based on his or her gender can diminish a student's confidence or 

enthusiasm and could create long lasting impediments to academic, professional, and 

personal growth. As a teacher, you know that even small, repeated derogatory remarks can 

be significant because they can be part of a pervasive and cumulative pattern of social 

inequality.  

A number of specific techniques are available for helping to eliminate sexual 
discrimination and harassment in the classroom:  

• When making general statements involving gender, be sure they are accurate and 
based on reliable information. Universal generalizations about any social group, such 
as "Women don't think geographically," are likely to represent uncritical over 
simplifications of selected norms.  

• Avoid "humor" or gratuitous remarks that demean or belittle a student's gender, just 
as you would avoid remarks that demean or belittle people because of their race, 
religion, sexual orientation, or physical characteristics. Respect the dignity of all 
students.  

• Avoid using the generic "he" or "man" to represent both men and women. Although 
the effort to do this may involve some initial discomfort, it may also result in more 
precise communication and training.  

• Try to monitor your behavior or ask someone else to monitor your behavior toward 
men and women in the classroom.  
 
For example: 

o Do you tend to call directly on men but not on women?  

o Do you interrupt women students or allow them to be disproportionately 
interrupted by their peers?  

o Do you wait longer for men than for women to answer a question before 
going on to another student?  

 

Discriminatory behavior is often not deliberate. Most teaching assistants intend to treat all 

students justly and fairly. You can effect change by carefully examining your own feelings 

and perceptions about the roles of women and men in society and by becoming alert to 

overt and subtle differences in your interactions with men and women in the classroom. 
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Federal and State law, as well as University of California policy prohibits sexual harassment 

in an employment setting and in an educational setting. Sexual harassment can occur 

between various constituencies present on campus. For example harassment can take place 

between professors and students; between supervisors and their supervisees; or between 

peers. 

 

 
DEFINITION OF SEXUAL HARASSMENT 

 

 

The University of California defines sexual harassment as unwelcome sexual advances, 

requests for sexual favors, and other verbal or physical conduct of a sexual nature when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition of 

instruction, employment or participation in any University activity;  

• Submission to or rejection of such conduct by an individual is used as basis for 

evaluation in making academic or personnel decisions affecting an individual; or  

• Such conduct has the purpose or effect of unreasonably interfering with an individual's 

performance or creating an intimidating, hostile or offensive university environment. 

 

If you have not taken the online UCwide training, it can help clarify what is legally 

considered sexual harassment. 

https://shpe.sa.ucsb.edu/login.aspx?ReturnUrl=%2fUserMenu.aspx 
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The Essay Assignment 
 
 - Generally, as a TA, you will not be the one generating essay assignments or exam 

questions. That is the responsibility of the professor. However, some professors delegate 

this responsible to willing TAs or work collaboratively with their TAs to produce the 

assignments and exams. 

 

If you are in the position to suggest topics or questions, have fun with it!  This is a chance for 

you to determine what your students will write about and thus what you will read.  At the 

same time, be protective of your time, and say “no” if you need to.   

Some tips:  

• Be aware of what the professor expects. 
• Be aware of what is required of you—this is an opportunity, not a requirement. 
• Limit the scope of your prompt or questions to what was covered in lecture. 
• Also limit the scope to a manageable task—a 5-page paper is short! 
• Consider how you would respond to the prompt or question. 

 

 - For essays, go over the prompts with students in section so that they understand what is 

expected.  Often they will not read the assignment sheet carefully when they receive it.  Let 

them know what you will be looking for when you grade.  Also, keep in mind that this course 

meets a university Writing requirement.  Here is the official text describing the parameters of 

such a course: 

 
Writing Requirement (WRT) – Course integrates intensive writing with the 
opportunity for students to receive written or oral feedback on their paper(s). Writing 
courses must require one to three papers totaling at least 1,800 words (6 pages at 350 
words/page) exclusive of elements like footnotes. Please note that more than three 
shorter assignments with a higher word total do not qualify, nor do timed writing 
pieces, such as midterms and finals. Papers must give evidence of sustained 
exposition. Where appropriate, papers should give students some experience 
participating in the discourse of the discipline. The papers should be a significant 
consideration in the assessment of student performance in the course and should 
constitute at least 25% of the course grade. (Academic Senate, 
http://senate.ucsb.edu/course.request.forms/, General Education Course Proposal 
Form - Revised 4/26/2006) 
 

This means that there is an institutional expectation around these courses: that they 

contribute to the students’ learning to write.  While we often assume that students already 

know how to write literary essays and form thesis statements, etc., this is often not true.  Any 

writing preparation you can include in section will be useful for the student. 
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Preparing Students for Essays 
 
Here are some suggestions for essay writing preparation.  Generally, aim to incorporate 

writing activities that mimic essay writing tasks to assist students.  You are a great 

resource—consider the steps you take when writing a paper.   

Here are some examples:  

• Have students work in groups to generate thesis statements. 
• Have students find 2-3 passages from a text to support a specific claim (one that you 

introduce or that you have them generate). 
• Model literary analysis and interpretation by offering a thesis about a particular text or 

passage then explicating textual examples to illustrate it. 
• Have them bring in thesis statements to section, then swap with a partner to critique 

and refine. Next, suggest topic sentences for each other that support the thesis. 
• Be available in your office and/or via email or live chat to discuss drafts, outlines, 

introductions/theses, or ideas. 
• Offer more “conference” time when papers are coming due. 
• Offer a detailed grading rubric as a guideline for student writing.   
• Remind students of CLAS services. 

 
 
Exam Strategies: Setting Your Students Up to Win 
 
Giving an additional review session is not mandatory, it’s optional. Many TA’s choose to 

spend their last scheduled week of session reviewing the course material rather than 

scheduling an additional time slot for a review. However, if you do not spend any section 

time at all addressing how to prepare for the midterm and the final exam, your students will 

be anxious and often not perform as well as they are capable of.  

 

Tailor Your Review to Your Course 

How is your professor structuring the final exam? Some are cumulative, while some cover 

only course material since the midterm. Will there be ID’s, which require close readings of 

the texts? Will there be short answers that require memory of course terminology? Will it be 

solely essay questions? 

 

How Much to Reveal  

All teachers have their own ethics with regards to this issue. However, there is a big 

difference between making sure to revisit the general topics or texts that you know will be on 
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the exam and actually giving them the information that comprises the actual test questions. 

Also, be sure that the way you review does not conflict with your professor’s instructions with 

regard to the exam. 

 

Explain How to Strategize Their Time 

Students have three hours for a final (five for DSP students). Often the professor will reveal 

the breakdown of the exam to the students ahead of time. Even if he or she does not do 

this, you can explain to students how to decide how long to spend on each portion of the 

exam once the test hits their desks. Make sure to write the time periodically on the board 

while you are proctoring the exam to aid the students in pacing themselves and avoid 

running out of time. 

 

Make it Interactive 

If you lecture during the review, the students stay in a passive state that makes it hard for 

them to master and retain the information. There are many different ways to actively involve 

the students in reviewing the material. Here are some suggestions: 

 

• Break the students into small groups and have them come up with possible exam 

questions. Then get back together and have the groups read the questions or write 

them on the board. Ask for volunteers to answer each questions and discuss it. 

• Write a mock essay question or questions on the board. Ask students to write down 

a thesis and three pieces of evidence to support it. Call on volunteers to share their 

answers with the class and ask the class to discuss them. 

• Break the students into groups, one group for each text that will be covered on the 

exam. Assign each group a blackboard space and have them write as many things 

as they know about each text. Then have each group present to their text to the 

class and suggest the important facts and themes about each text. The class will 

take notes that they can later study from and add to. 

• Write key terms from the lectures on slips of paper and hand them to each student 

as he or she walks in the door. Call on every student to explain the term (briefly). 

• Consider cutting some office hours to make up for offering more around the time of 

deadlines.  (Note: You should always notify students in advance if you will not be 

holding a regular office hour.)  Consider asking students during class who will be 

attending office hours that week.  If it appears that no one will attend, take that 
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opportunity to cancel that office hour with the knowledge that you will make up for it 

during crunch times. 

 

Generating Essay Topics and Exam Questions 
If you are in the position to suggest topics or questions, have fun with it!  This is a chance for 

you to determine what your students will write about and thus what you will read.  At the 

same time, be protective of your time, and say “no” if you need to.   

Some tips:  

• Be aware of what the professor expects. 
• Be aware of what is required of you—this is an opportunity, not a requirement. 
• Limit the scope of your prompt or questions to what was covered in lecture. 
• Also limit the scope to a manageable task—a 5-page paper is short! 
• Consider how you would respond to the prompt or question. 

 
If your students have the opportunity to generate their own essay topics spend time in 

section helping them.   

Some suggestions: 

• Brainstorming and mind-mapping activities. 
• Application of lecture frameworks to specific texts. 
• Compare/contrast activities and charts. 
• Pinpoint connections they find between texts. 
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Evaluating Student Papers and Exams 
 

 
Start thinking about grading well before the exam day or paper due date.  You should have 

a clear idea of what you want to see, and you should explain this to your students before 

they complete the assignment or take the exam.  This does not mean that if a student brings 

you a draft you should be able to say what grade you would give it, but it does mean that 

you should be able to explain what is good about it and what can be improved for a better 

grade. 

 

Be careful to not spend too much time on grading- it can take up as much time as you give 

it.  Some people set a timer for 15 or 20 minutes per paper.  Others set aside a certain set of 

hours per day, or a certain number of essays to grade per day.  You may try penciling in 

grades when you begin, before you norm a batch. 

 

Here are some tips: 

 

1. Check with the professor to find out what he or she expects from student essays, 

midterms and finals before you begin to write grades on the papers. If possible 

“norm” some essays and exams with the professor to establish expectations. 

2. Write only necessary comments on student papers.  Some people grade against 

a rubric and write no marginal comments.  Others write marginal and/or end 

comments.  The key is to make sure students have an explanation as to why 

they received a particular grade.  Along these lines, it is important to consider the 

purpose for comments.  Generally, students vary greatly in confidence-level, 

experience, and ability, and you will have a range of first to fourth-year students.  

Comments should aim to assist students in their writing, no matter where they 

are.  Thus, commenting on effective examples is as important as commenting on 

ineffective ones, and we should be sensitive to not demoralize students.  They 

really see you as an authority figure. Make sure to praise each essay in some 

way. 

3. Watch out for plagiarism.  Include an explanation of plagiarism and its 

consequences on your syllabus.  You should also distinguish for your students 

the difference between accidental plagiarism and academic dishonesty.  Here 

are some helpful websites: 
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• A statement defining plagiarism: 
http://charm.physics.ucsb.edu/people/hnn/conduct/disq_toc.html 

• A WSU site on teaching students about plagiarism: 
http://www.wsulibs.wsu.edu/plagiarism/ 

• A new local program for detecting plagiarism:  
http://www.pairwise.cits.ucsb.edu/ 

 
4. Respect privacy: Do not leave any papers, exams or other names that have 

student names, perms, or grades outside of your office, or in your own mailbox 

for students to pick up. It’s against university rules to email students about their 

grades, because it’s not considered completely private. 

 

Rubrics 
 
For papers, the easiest way to be consistent is to hand out to your students some guidelines 

that you follow when evaluating essays. There are two types: general rubrics and 

assignment-specific rubrics. Both are useful, and may even be used together. 

 

Here are a couple of examples of general rubrics: 
 
 
A - arguable and original thesis, logical structure, good grammar and style, 
conclusion that explains the significance of the argument, ideas for further study, etc. 

 
B - arguable thesis, logical structure, few grammar or stylistic blunders 
 
C - thesis that is obvious/mundane or some structural flaws (most common: no topic 
sentences or putting them at the end of the paragraphs instead of close to the 
beginning). Shallow level of analysis, needs work on grammar and style 
 
D - plot summary and weak thesis (book report) 
 
F - you contradict yourself; I can not follow your argument or structure at all 
 
0 - paper not turned in or not turned in on the day assigned 
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An “A” paper is outstanding.  It commands attention for its sophistication.  It has a 
clear and forceful statement of its thesis.  It has a cogent and well-developed 
argument.  It makes excellent use of the text.  Its reasoning is sensible and 
persuasive.  An “A” paper shows an impressive and precise command of language.  
Its author chooses words appropriately, uses a variety of sentence structures, and 
observes the conventions of written English.  An “A” paper is properly formatted 
according to MLA guidelines. 
 
A “B” paper is clearly competent.  It responds thoughtfully and reasonably to the 
assignment.  It makes a clear and coherent argument and develops that argument 
effectively with examples from the text.  The logic of the argument is solid and 
persuasive.  The style of a “B” paper is not as impressive or consistent as that of an 
“A” paper, but the author generally chooses words accurately, writes effective 
sentences, and observes the conventions of written English.  A “B” paper is properly 
formatted according to MLA guidelines. 
 
A “C” paper is satisfactory.  It responds to the prompt appropriately.  It may lack a 
clear statement of its thesis or make an argument that is too obvious or general.  A 
“C” paper contains sufficient citations of the text, but often uses examples for the 
sake of using examples instead of choosing examples that advance and develop its 
thesis.  The reasoning of a “C” paper is acceptable, but may be flawed in one or more 
ways.  The author consistently uses words and sentences that make sense and, with 
few exceptions, observes the conventions of written English.  A “C” paper sometimes 
departs from the proper MLA format. 
 
A “D” paper is unsatisfactory.  It may contain several good points, but does not link 
them together into a unified argument.  It uses insufficient or inappropriate examples.  
It may demonstrate a serious misunderstanding of the texts.  The author of a “D” 
paper often chooses words inappropriately and constructs sentences that do not make 
sense. 
 
An “F” paper demonstrates significant deficiencies.  It does not respond 
appropriately to the prompt.  It shows a serious lack of effort on the part of the 
author.  An “F’ paper falls short of the requirements in important ways. 

 

Another possibility is to let the students know how their paper grade will be determined, by 

specifying what weight will be given to the different elements that comprise a paper (be sure 

to get the professor's approval for this type of rubric). If possible, coordinate your rubric with 

the other TAs in the course. It helps to explain your system by going over this rubric in 
class and then returning the papers with a cover sheet that breaks down their overall 
score by section and allows space for comments on the various elements. This can 

actually save time, believe it or not, because you train yourself to look at the specific 

elements of each paper. It helps you be consistent, allows you to focus on areas of analysis 

that you and/or the professor have emphasized during the quarter, and teaches the students 
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more about the elements of writing. Students are more likely to come to you asking how 

they can improve in a certain area rather than challenging their letter grade. 

 

Example 1:  

 

Student Name: _____________________________________ 
 
Criteria:     Comments:   
 
Introduction: Sets up the reading to follow by  
indicating not only topic, but approach, tone       
and methods that will be applied in body.          
                     
Thesis: Well-structured, direct and organized  
thesis statement is apparent. 
 
Organization: orderly structure that facilitates  
reading, effective ordering of evidence, clear  
progression of points. Shows successful use of  
writer’s argument combined with primary and  
secondary source information. 
 
Development: Essay shows growth, each idea  
is expanded upon and given careful and equal  
consideration, stays focused 
 
Evidence: Essay is related directly to the topic  
assigned and properly integrates the reading  
materials and/or other valid sources  
 
Mechanics: Spelling, grammar, punctuation,  
accurate usage, terminology is appropriate to  
the assignment and the subject area –  
evidence of proofreading is clear. Bibliography 
is correct and accurate, sources are properly cited. 
 
Scores:  
Introduction          (5 pts)______   
Thesis                                                 (5 pts)    ______   
Organization (15 pts) ______     
Development (35 pts)  ______   
Evidence                        (30 pts)  ______   
Mechanics              (10 pts)  ______   
 Paper Total :                                                          ______ 
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Paper 1 Rubric 
 
Thesis Statement/Statement of Argument                                                                                                                                                          /10 
 
 
Structure                                                                                                                                                                                                                                                                                                          /10 
 
 
 
Comparison of Two Novels                                                                            /30 
 
 
 
Literary Analysis                                                                                               /30 
 
 
 
Context                                                                                                               /10 
 
 
 
Grammar/Citation/Format                                                                                 /10 
 
 
 
TOTAL                                                                                                         /100 
 
LETTER GRADE 

 
 

 

 

- You may be worried that you are not giving your students the right grades or that you’re 

not grading in the same way as the other TAs.  Of course grading for literature classes is 

somewhat subjective and all TAs have different styles, but believe it or not, most grad 

students don’t differ more than half a grade from each other.  Be confident.  Still, don’t 

be afraid to ask your fellow TAs or the professor for advice in the beginning and on 

difficult cases. The professor may even ask the TAs to get together and discuss grading 

to keep expectations consistent for all sections.   

 

- It’s important to return graded assignments quickly (a week is considered standard).  

Your students will appreciate a quick turnaround more than extensive comments.  
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Furthermore, the comments you do provide will be more helpful while the assignment is 

still in the students’ minds.  This also has the advantage of making grading go more 

quickly.  If your students need more help, a meeting after class or in office hours will 

help much more than written comments. 

 

- Rewrites: Many TAs want the students to learn to write better, and offer students with 

less than a 70 a chance to rewrite their first essay (the quarter system doesn’t usually 

allow for enough time to offer this option on the second paper). If you offer this option, 

the student only improves if you have a verbal conference about the changes they need 

to make in their essay to achieve a passing score, or prove their argument. If a student 

has gone this far off the mark, reading your written comments simply does not suffice. 

 

- Some of your students will ask you to change their grades.  In some cases you will have 

made a mistake (double-check your math!), but more often the grade will be fair and 

your student will ask for the change because he or she “needs” a better grade for some 

external reason.  Establishing clear expectations beforehand will help to reduce this 

kind of request and help you to deal with it when it happens. For example, if the student 

insists that the paper is a “B” and you have used a rubric with points, you can go 

through each section and show how it earned the points assigned to it (and where it lost 

points). Another good idea is to photocopy one or two of your highest-scoring essays to 

show as an example of an essay that scored more points. When they are faced with a 

clear example of a more well-executed essay, they can begin to understand where their 

essay fits on the scale. 

 

- Occasionally a student will ask the professor to overrule your grade.  The professor will 

take your side.  Even if the grade is not the one the professor would have given, he or 

she will not undermine your authority.  Most often the professor will ask the student 

questions about weaknesses in the essay that you have not commented on.  In some 

cases the professor will suggest that you reconsider a grade, but he or she will never 

decide to change a grade without you. 
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Final Grades 
 
 - You will submit your final grades by using the egrades system.  Go to: 

https://egrades.sa.ucsb.edu/login.aspx and enter your UCSBnet id and password (the same 

as your umail username and password).  Once you enter the grades you will click the button 

that marks them “ready for review,” which submits them to the professor for a formal look 

before he or she submits them to the registrar. 

 

 - Once you submit your grades, you will need an official reason to change one.  If your 

reason is a reevaluation of the student’s work, there is some paperwork that you and the 

professor need to fill out.  The simpler and more common reason is “clerical error.” 

 

 - Students will sometimes ask you to change grades long after the class is over.  You must 

keep all unclaimed student work for a full year, and it’s a good idea to keep your own grade 

records for as long as you are at UCSB.  This way, you will have some record to show your 

original grades if a student about to graduate comes back wanting a better GPA. 

 

 - If a student fails to complete all of the assignments or exams, you should ask the professor 

what to do.  Try to keep track of your students and contact them if they begin to miss 

section, so that they don’t “disappear.” Sometimes this encouragement is all they need to 

come back and finish the course. If the student doesn’t take the final, you will enter an “F” 

for their grade, but egrades will ask you to make a distinction as to whether the student left 

before the 6th week of classes or whether they attended past that date. At UCSB a student 

can retake several courses that they have failed and the new grade will simply replace the F 

on their transcript. Unfortunately this policy leads to many students “giving up” late in the 

quarter when their other classes become demanding. 

 

 - In very rare cases, a student may need an incomplete.  If the student has completed 

almost all of the work but becomes ill or has an emergency, an incomplete is possible.  It will 

require that you, the professor, and the student complete a form explaining the reason and 

the work to be completed.  Making it clear exactly what will have to be done to complete the 

course and the due date (one quarter later) are vital for the student. Most students have 

such a tough time finishing a course on their own that this option should only be given as a 

last resort, often in case of serious illness or a death in the family. 
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 - Some of your students will take your class as a pass/fail class.  You will not be notified, 

although your students may tell you.  The registrar will automatically convert a C or higher to 

a pass and a C- or lower to a fail, even though a C- (or even a D-) as a letter grade is 

passing.  Sometimes your students will be anxious to have a midterm or paper graded and 

returned before the deadline for changing this grading option. 
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Time Management 
 
Here are a few things new TAs might not know: 

 

- The first step in managing your time is picking section times.  Before the quarter begins, 

your professor will likely ask you to meet as a group, and at this meeting the TAs will pick 

sections.  Choose whatever sections you want, but try to make sure that your two sections 

do not have a lecture in between them.  If there is a lecture between your sections, you will 

need to prepare two different classes every week. 

 

- You will also need to schedule two hours per week when you’ll be in your office and 

available for drop-in consultation.  Your students may contact you by email more often than 

they will visit you in person, but face to face discussion will benefit both of you more.  

Schedule your office hours whenever you like, and remember that often no one will show up 

for the first few weeks of the quarter.  Remind them two weeks before their papers are due 

that they should come see you if they need help getting started or developing their 

arguments. Some TAs ask students to sign up for appointments: not only does this 

discourage them from flaking, this becomes necessary in order to fit everyone in when you 

have many students coming to see you. 

 

- A standard, two-section, 50 student appointment is 50% time, or 20 hours per week.  This 

does not include time necessary for reading the books for the course, but does include 

preparation, section time, lecture time, meetings, office hours, and grading.  When you have 

things to grade you may work more than 20 hours in a week.  Also, before an exam or a 

paper due date your students will want more of your time.  At other times, you will spend 

less than 20 hours in a week. 

 

- At the beginning of the quarter check the syllabus for times when your TAship will be 

especially demanding.  Watch out for the end of the quarter when your students will have 

papers and finals and you will have your own papers to write.  There’s not much to be done 

about these busy times, but it helps to know they’re coming. 

 

- You can accomplish your duties in an average of 20 hours per week, but it’s easy to spend 

much more than that. Meet your commitments, but remember that this is only a part of what 

you need to do as a graduate student.   
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Professional Development 
 

Video Consultation 
Goal: Assess your teaching and classroom interaction, with the aid of a video 

consultant. Discover what you are doing well and explore new methods you may 

want to experiment with in the classroom. 

Procedure: email three possible dates to tavideo@id.ucb.edu (even better, use the 

online request form at www.archserve.id.ucsb.edu/videotaping/index.html) and they 

will advise you in advance when they will arrive to videotape your section. Hint: they 

usually do not have much availability during the last few weeks of each quarter. The 

employee will leave you with your VHS tape, which you then view, and schedule an 

appointment with a consultant (taconsult@id.ucsb.edu) in Kerr Hall for feedback 

about your video. 

 

Criteria for Review: 

• Basic Presentation Skills: voice, gestures, eye contact, speech fillers, board 

work, response 

• General Teaching and Discussion Skills: outline, organization, flexibility, 

student participation, student interaction, staying on track, identification of 

themes, summary, encouragement of critical thinking 

• Question Skills: checking understanding, wait time, cueing, probing questions, 

redirection of questions, encouraging student questions, clarifying questions 

• Instructional Design of Session: motivation, media, variety of methods, 

diversity, special needs 
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Student Evaluations:  
At the beginning of each quarter, go to the Comp Lit Office and ask Ashley to see 

your evaluations. Sometimes the ESCIIs (bubble forms) arrive later than the written 

comments. 

• You may read them in your office or make copies to take home. 

• You will probably want to copy your most flattering written comments and 

save them for your Teaching Portfolio. 

• If you want to receive specific information from your students, you may go to 

Instructional Development at the beginning of the quarter and request that a 

specific question be added to your evaluation form for that quarter. 

 

STIA (Summer Teaching Institute for Associates) www.oic.id.ucsb.edu/Services/STIA 

This is a workshop that offers free pedagogical training for Teaching Associates.  If you 

have never taught your own class before, this is a valuable program. Associates receive 

mentoring during their first summer of teaching as the instructor of record and earn a 

certificate applicable for one of the CCUT requirements. 

 

The Office of Instructional Consultation in Kerr 1130, http://www.oic.id.ucsb.edu/.  

Instructional consultants there are Lisa Berry, the TA Development Coordinator, 893-9395 

or lisa@id.ucsb.edu and Instructional Consultant Kim McShane, 893-2828 or 

kim@id.ucsb.edu 

See specifically the various resources available under the TA Development list at the OIC 

Web page. 

 

CCUT (Certificate in College and University Teaching) 
www.graddiv.ucsb.edu/academic/ccut 
Shirley is also the best contact for the CCUT.  You can earn this certificate to highlight your 

pedagogical skills for your c.v.  This qualification can make you stand out and is especially 

important if you apply to teaching schools and community colleges. The basic requirements 

are listed on the website and include things like using technology in the classroom and 

compiling a teaching portfolio which we should all be doing anyway. 
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FITT (Faculty Institute on Teaching with Technology) 
http://www.oic.id.ucsb.edu/Services/TechTeach/FITT/2007/index.html 
This is an annual, 3-day institute offering information and training for all the technology 

based resources on campus.  It includes information about copyright, web-page 

development using Dreamweaver, setting up Power-Point lectures, using and burning CDs 

for music, video, etc., and much more.  Usually available to faculty, attendance is generally 

low enough that TAs are welcomed.  Look for more information in the Spring. 

 

Web Development Resources http://www.uweb.ucsb.edu/ or 
http://www.lsit.ucsb.edu/web/resources/ 
These sites will give you an overview of web development resources available to you.  Talk 

to the LSIT experts to find out the best e-space to use to build your own web page and any 

upcoming workshops.  Go to http://www.lsit.ucsb.edu/mail/mailman/ to create mail lists for 

your classes. 

 


