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Welcome to Teaching at the University of Georgial

he Center for Teaching and Learning is delighted to offer you this newly

revised handbook and encourages you to use our services to support your
teaching-related endeavors. Whether you are brand-new to teaching or have many
years of experience, we hope this handbook will give you a sense of how teaching at
the University of Georgia is especially rewarding and challenging, regardless of your
discipline. Necessarily-- because scientists, humanists, social scientists, and engineers
will be reading this --the advice we offer is general. We urge you to address the
specific challenges of teaching in your field by talking to your colleagues, reading
about teaching in your subjects, reflecting on your own experiences, and watching
carefully those who already know how to teach well in your discipline. We expect
that you will find enough here, however, to get you started with confidence.

We at CTL maintain that, contrary to popular belief, teachers are made, not
born. While teaching is certainly an art, it also is a set of skills that can be
learned, just as writing or public speaking are abilities that can be developed.
This means that accomplished teachers can always improve, and every new
teacher has the potential to be great. At the least, being familiar with the material in
this handbook can help you teach well enough to give you satisfaction and to give
your students an effective learning experience. Keep this handbook as a reference to
issues and resources you may encounter throughout this semester and the rest of your
time teaching at UGA.

In time, you will go beyond this handbook to develop your own teaching style,
one that may even challenge some of the advice given here. You will learn how
to make the unusual and the spontaneous work for you and your students and
you will be able to respond to students instinctively with pedagogical insight and
variety. This is the purpose of any introductory handbook--to let you use the experi-
ence and advice of others to help you find your own unique approach. In the spirit of
collaboration, please accept our best wishes for a productive and fulfilling teaching
experience at Georgia!

Best wishes for successful teaching experiences,
Nelson Hilton, Director of the Center for Teaching and Learning

Paul Quick, TAPrograms Co-Director
Kathleen Smith, TA Programs Co-Director
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LETTER FROM THE DEAN OF THE GRADUATE SCHOOL
To New Graduate Teaching Assistants,

As a graduate teaching assistant at the University of Georgia, you are embarking on a professional
journey that will enrich not only your students’ lives, but also your life. I hope that in the weeks, months, and
even years to come, you will read and learn about the scholarship of instruction and always strive to master
thisart. 1 am excited that you soon will experience the many joys of teaching and the great satisfaction of
imparting to others your passion for your discipline.

One of the most important things researchers and scholars do is to share knowledge through teaching
others. In doing so, we are contributing to the development of the next generation of thinkers, doers and
achievers. Asateaching assistant, you will serve as a mentor and role model for undergraduates, many of
whom will choose to follow in your footsteps in higher education careers. You will inspire and encourage
your students to think critically and persevere in the quest for answers to even the most challenging ques-
tions. Please don’t underestimate your influence over the directions your students will take. Teaching others
IS a supreme responsibility —and a privilege.

The University is dedicated to fostering excellence at every level in its missions of teaching, research and
service. You are now part of a team of colleagues who are fulfilling the University’s commitment to the State
of Georgia, to our nation and to the world of academe. Know how much you are appreciated and valued.

I am most grateful to the staff of the Center for Teaching and Learning for their expertise and their thought
and planning in providing this useful reference manual. It will serve you by describing situations to expect
and how to deal with them, by offering practical guidance and by encouraging you in even the most de-
manding teaching assignments. Although it cannot tell you everything, this handbook does suggest where to
go to seek assistance, additional information or resources. By publishing this manual, the University of
Georgia is demonstrating its investment in your success while you serve as a scholar teacher and later as a
faculty member.

I hope that you find this manual helpful in achieving a balance between your duties as a teacher and your
responsibilities as a student, and in reminding you of the very important role you play in both capacities.
Welcome and best wishes!

Sincerely,

Maureen Grasso
Dean of the Graduate School and
Professor of Textile Sciences
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YOUR TEACHING ASSISTANTSHIP

UNDERSTANDING THE
TEACHING ASSISTANT
ROLE

Advantages of a Teaching Assistantship

Graduate Teaching Assistants are invaluable mem-
bers of the teaching community at the University of
Georgia. Whether designing and teaching a course as
instructor of record, leading break-out discussion sec-
tions, staffing a lab, or grading undergraduate exami-
nations, teaching assistantships afford graduate stu-
dents the opportunity to learn about the art of teaching
while passing on to undergraduates an understanding
of their chosen field of study. For many undergrads,
you will be the representative of your academic disci-
pline, perhaps the last one they will ever have. Scary
as that may sound, you are in a better position than
many tenured faculty to reflect the relevance and dy-
namic energy of your field. As such, many graduate
students find their TA experience to be a key part of
their graduate education.

If college teaching is your ultimate goal, the future
benefits of your teaching assistantship are obvious.
Seeing firsthand what teaching is really like, you can
confirm or revise your career aspirations and develop
a philosophy of teaching based on your experiences.
Avresume, curriculum vitae (c.v.), or portfolio that dem-
onstrates proven teaching experience, and letters of
recommendation that affirm your teaching competence
will carry weight in the increasingly rigorous market
for academic appointments.

You stand to benefit greatly from your role as a
GTA. Besides providing the means by which you pay
for graduate school tuition and living expenses, you
will develop skills that will be vital to your professional
career. Teaching, for instance, may be the best way
to learn your own discipline. Many GTAs have come
to realize just how quickly and how thoroughly they
have learned essential material in their fields by having
to teach introductory classes or labs. As renowned
teaching scholar Wilbert McKeachie states in his book
Teaching Tips, teaching is often better than being taught
in terms of learning new material. The basic principle
is that in order to communicate something, you must
be able to explain it in your own words or in words
that your students will understand.

If you are preparing for a career outside the class-
room, the effective teaching skills you hone asa TA
can be applied elsewhere. In almost any profession or
career you choose, you will be called upon to explain
your research results, or present material in a clear
and concise manner, lead group discussions, or evalu-
ate the work of others.

The University of Georgia offers a wide range of
resources to assist you in your teaching. Firstand fore-
most are the colleagues in your department, including
your department head, graduate coordinator, faculty
advisor, and fellow TAs. Outside of your department,
the university’s Center for Teaching and Learning has
awealth of information to assist you in your TA prepa-
ration. This handbook should help you develop class-
room strategies and assessment techniques and will
introduce you to campus resources to improve your
teaching.
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COURSE

Assisting a Professor
Conducting Your Own Course
Administrative Details
Teaching Support

The First Day of Class

reparation, preparation, preparation.
Itis the key to a successful TA experience.

First things first. As soon as you are noti-
fied that you will receive an assistantship, contact
your faculty supervisor or graduate coordinator to
determine your assistantship assignment for the
term. A clear understanding of your department’s
expectations will help to guide your initial prepa-
ration and will also serve to prevent many prob-
lems later on.

Define Your Responsibilities

Generally, the immediate concern of new graduate
teaching assistants is whether they will be teaching a
course or assisting a professor who will do the teach-
ing. In some departments, teaching assistants are as-
signed complete responsibility for an introductory
course from the first day of class to the assigning and
reporting of grades. In other departments, all or most
courses are taught by the regular faculty, and graduate
teaching assistants assist with monitoring tests, grad-
ing papers, conducting lab or discussion sections, set-
ting up and dismantling equipment, and/or teaching in
the absence of the instructor.

ASSISTING A PROFESSOR

If you will be assisting a professor, you may
work on a one-to-one basis, or you may be one of
several graduate teaching assistants working in a large
survey class. In either case, meet with the professor
before the course begins to help with pre-course

PREPARATION

preparations and to establish the channels of commu-
nication that will be needed for the semester. These
initial meetings will also help provide an opportunity
for you to gain insight into the professor’s approach to
teaching and to clarify any questions about the course,
the role of discussion/lab sections in the overall course
design, and your responsibilitiesas a TA. Hereare a
few suggestions to keep in mind while preparing to
assist a professor with a course.

Course Goals, Learning Outcomes

Review the course syllabus and texts.
*Are you clear on the goals of the course?
*Do you understand the content and scope
of the course?
*If the professor has taught the course
before, ask to see copies of exams from
previous years. What is the most impor-
tant information that students should
learn and remember from this course?
*What are the most important ideas that
students should understand upon course
completion?
*What skills should students develop
while taking this course?

Attendance

Check with the professor you will be assisting. Will
you be required to attend all class sessions? If you are
leading discussion sections, you may need to attend
lectures to insure that you are well-informed on what
material is covered.

Classrooms

Once you have your teaching assignment, itis a
good idea to check out your classroom and or lab
before classes begin. Familiarize yourself with the
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room. Will you need to bring in chalk, dry erase board
markers? What is the technology set-up? If you are
using an overhead projector, where can you find extra
bulbs? If you will be using PowerP oint or slides, will
you need a laptop or projector, extension cords or
tables, or is the room computer ready? Do you have
the contact information for technology support in case
you need it during class?

Discussion Section/Lab Section Syllabus
Agood syllabus is like a contract; it should serve
to clarify the professor’s expectations, your role in the
course as graduate teaching assistant, and the students’
responsibilities. Asa grader, or lab/discussion section
leader, you may or may not have had a say in the de-
velopment of the course syllabus. Even so, students
will appreciate receiving a syllabus that covers the
portion of the course that you teach. In a syllabus for
your lab or discussion section, provide students with
clear and specific information about the professor’s
policies and expectations regarding attendance, ab-
sences, participation, plagiarism, and late assignments.
Also include your office location, office hours, and
email, along with any additional contact information

that might be helpful for your students. For more in-
formation on syllabus construction and University re-
quirements, turn to page 8.

Grading Responsibilities

If you will be responsible for any facet of the
evaluation of student performance, you should
carefully review The University of Georgia’s poli-
cies governing students’ rights of access and pri-
vacy regarding grades and other student records.
Information about these policies can be found at:

www. reg.uga.edu/or.nsf/html/ferpa

Itis also discussed later in this handbook(p. 38), and
can be obtained from your supervisor or department
head. Equitable grading practices are necessary to
assure fair treatment of students, and adherence to all

University policies regarding students’ rights to privacy.

CONDUCTING A COMPLETE
COURSE

If you will be responsible for conducting a
complete course from first roll call to final exams,

the importance of planning cannot be overemphasized.
The more thorough planning before a course begins,
the smoother the conduct of the course. Therefore, it
is best to begin preparing for a course as soon as you
know and understand what your responsibilities will
be. Certain information you will need to know imme-

diately: Are the course schedule, syllabus, textbooks,
and format prescribed by the department or prepared

by the teacher? Has a classroom been reserved for
the class? Have the textbooks been ordered and the
library notified of any book that should be put on re-
serve? Will departmental test and exams be used, or
will each teacher prepare his or her own evaluation
instruments? If you do not know the answer to any of
these questions, check with your supervisor as soon
as possible. Be sure to learn anything you can about
any pre-course activities related to your assistantship
or to the course you are teaching.

Remember that your department and your stu-
dents are depending on you to exercise professional
responsibility in your teaching role. This responsi-
bility means that you are expected to be able to
determine what needs to be done, to do it effec-
tively, and to do it on time or to seek the direction
or help you need. Above all, do not hesitate to turn
to your supervisor for guidance when you need it
or when you are in doubt. Several general topics
of importance in course planning are reviewed in
the following section, and additional course-spe-
cific information on these and other topics may be
obtained from your supervisor and others who have
previously taught the course.

Compliancewith Instructional Policies

The University of Georgiahasestablished instruc-
tional policiesand proceduresto provide an effective
learning environment. General information regarding
policies for such mattersas equal educational oppor-
tunity for disabled students, student rightsand respon-
sibilities, safety, academichonesty, and the handling of
student-teacher problems is provided in this hand-
book. Specific information regarding these and other
instructional policiesisavailable fromyour supervisor
ordepartmenthead. Inyourinstructional roleas TAor
LA, youare expected tocomply with all established
University policiesand procedures.
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Course Design

The first steps in designing a course are to
determine the basic aims of the course and then to
work backwards toward the specific activities that
will be required to accomplish those aims. In Chap-
ter Two of Teaching Tips: Strategies, Research,
and Theory for College and University Teachers,
Wilbert McKeachie outlinesalogical, step-by-step
procedure that proceeds from the initial writing of
course objectives to preparation for the first class
period. This process should ideally begin several
months prior to the date the course is to begin.
Since very few GTAs at The University of Georgia
are likely to be solely responsible for initial course
design, only a brief outline of the process is pre-
sented below for your general information.

Organizational Questions
Several initial questions mustbe answered
before deciding onthe design ofacourse.
*How should itrelate to the rest of the
department'scurriculum?
*Shoulditbuild on material from other
courses, or will itserve asaprerequisite for
other courses?
*Will most of the students be first years or new
majorsinthefield?

Checktoseeifyourdepartmenthasasamplesyllabus
onfile forthe course youare designing. Next, define
what the students will need to learn by the end of a
course. Here are some questions to consider:
*Whatare the mostimportantideas that
studentsshould learnand remember from
your course?
*Whatare the mostimportant ideas or concepts
that students should understand after completing
your course?
Finally, whatare the mostimportantskills that
students should develop by taking your course?

By following this procedure, you will have estab-
lished the basic purpose and objectives of the
course. Inordertoensurethatyou create anintegrated
course, be sure that your form of evaluation reflects
your goalsandthat learning activities help students
practice the skillsreflecting those goals.

Course Outline

At this point, it would probably be helpful to
organize your ideas into course outline form by list-
ing the major topics you will need to include to
accomplish your purposes. From this list, sketch
out the basic content, concepts, processes, and
skills that you believe should be covered under each
topic. Review the resulting information for ambi-
guities, redundancies, and missing or superfluous
content. After the outline has been reworked, esti-
mate the number of class days needed to cover each
topic.

Textbook Selection

Since your purpose should be to present the course
material in as clear and effective a manner as possible,
the importance of careful textbook selection cannot
be overemphasized. Your first decision will be whether
or not to adopt a general text. You may find that a
single textbook supports the course sufficiently, or you
may discover that no one book will meet all your needs.
Most students prefer some textbook that will integrate
the course for them. You may choose to make the
students responsible for understanding the material
presented in the text, and then using your lectures to
present alternative points of view or to fill in the blanks.
Occasionally students get confused when presented
with conflicting evidence and/or information, so be clear
in explaining to them what you are doing, why it is
useful, and how they can best integrate lecture and
textbook when studying. If you choose not to use a
general textbook, it will be even more important that
you consider how your readings relate to each other
and to your lectures.

Supplemental Materials

Besides a textbook, you can supplement the read-
ing materials for your class through online sources.
While the library still puts books on reserve for class
use, a practice that some students find costly in terms
of time and money, they also offer electronic reserve
materials that are password protected for students in
your class.

Also through the library, you and your students can
use GALILEO, Georgia’s virtual library, that provides
access to over 100 databases and includes over 2000
journal titles providing full-text articles.
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WeDbCT is another useful tool for posting extra ar-
ticles or other materials to supplement your textbook.
Because your WebCT course is restricted to only your
students, you can load articles on your site under aca-
demic fair-use policies.

Selection of Teaching Strategies

How do you want to spend your class period? Will
you lecture primarily, or focus on small group activi-
ties? While certain disciplines may dictate a specific
teaching mode, consider how you can incorporate
activities that promote classroom interaction and ac-
tive learning. Would you prefer to include short dis-
cussion periods within each class meeting, or devote
certain class periods for discussion?
Guest lecturer?
Field Trip?
Multi-media?
Small group presentations?

The Syllabus

Once your course outline has been finished, your
readings selected, and your class activities scheduled,
you can prepare a written version of your plans for
your students. Even more important than a one-page
syllabus for a lab or discussion section, a complete
course syllabus serves as an invitation to students in-
terested in your course. It usually provides the first
impression they will have both of you and your course,
and serves as a legal contract between you and your
students, communicating the structure of the course
and its operating procedures. A carefully constructed
syllabus creates fewer opportunities for miscommuni-
cation and charges of capricious grading. Awell-pre-
pared syllabus indicates that you take teaching seri-
ously and presents a positive image to your students,
your department, and your supervisor.

All University syllabi should include the
following elements:

*Coursetitleand number

e[nstructor name

eInstructoraccessibility (office locationand
hours, telephone number, and/or e-mail ad
dress).

*Coursedescription

*Any prerequisites, corequisitesand cross-
listings

*Course objectivesor learning outcomes
*Topical outline

*Principal courseassignments

*Specificcourse requirements for grading
purposes

*Gradingpolicy

Attendance policy

*Required course textsand materials

*Policy for make-up of examinations
*Reference tothe Honor Code and Academic
Honesty Policy along with the statement: "All
academicwork must meet the standards con-
tained in A Culture of Honesty. Each student
isresponsible forknowing those standards be-
fore performingacademicwork."
*Thedisabilityand health-related statement:
"Studentswithadisability or health-related issue
whoneedaclassaccommodation should make an
appointmentto speak with the instructor assoon
aspossible."”

*Thestatement: "The coursesyllabusisageneral
plan for the course; deviationsannounced to

the class by the instructor may be necessary."

Forthe official University policy regarding syllabi,
goto:

www.curriculumsystems.uga.edu/Policies/
CourseSyllabusPolicy.pdf.

The Center for Teachingand Learning hascom-
piledsome helpful articlesonsyllabus construction at
the followingwebsite:

www.ctl.uga.edu/teaching_resources/
new_teach.html#

After you have completed a draft of your syllabus,
you should review it with your supervisor and/or fac-
ulty advisor. Is your course consistent with depart-
mental needs? Do you have enough material to chal-
lenge students and sustain their interest? Is your sylla-
bus flexible--if it is necessary to make changes in the
middle of the term, do you have room to make those
changes? Are the major themes of the course easily
identifiable? Ask colleagues to provide suggestions on
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how you can improve your syllabus.

Administrative Details

Administrative details for course planning are usu-
ally settled several months before your class begins.
Some of these details are handled by departmental
staff, some by the professor or instructor of record,
and still other details are left to the teaching assistants.
Listed below is a summary of details to keep in mind:

Book Orders

Orders for textbooks and special supplies are
due several months in advance of the term in which
you plan to teach. Bookstore order forms are avail-
able from your department staff, but you may now
submit your bookstore orders online at the follow-
ing website:

www.bookstore.uga.edu

From the homepage, click on “Faculty” and follow
the links to “eDoptions.” Listed below are book or-
der due dates, but keep in mind that these are subject
to change:

Fall Semester April 15th
Spring Semester---October 15th
Summer Semester-- March 15th

In some cases, textbooks for courses taught by gradu-
ate teaching assistants will have already been ordered,
so check with your departmental graduate coordina-
tor before placing an order.

Should you have any questions about your text-
book selection, or problems with the eDoption
website, please call Ken Kahler at the UGA Book-
store at (706)542-3171.

Library Reserve and eReserve

Books, periodicals, photocopies, lecture notes,
sample exams, and other reference material may
be placed on reserve at the Main and Science Li-
braries. Traditional reserve services restrict the loan
period to insure that course readings will be avail-
able to students, and electronic reserves make read-
ings accessible online.

Reserve lists should be submitted at least six weeks
prior to the beginning of the term. Lists can be submit-
ted online or printed out from the following website:

www.libs.uga.edu/access_services/reserves.html

If you have any additional questions about library re-
serves, please contact the main library either by phone
(706)542-3256 or via email at mainresv@uga.edu.
You may reach the Science Library by phone at
(706)542-4535 or via email at sciresv@uga.edu.

Class Schedule and Location

Start planning for your teaching schedule well in
advance, as most departmental graduate coordinators
will need to assign courses to class periods several
months before you begin teaching. If you have time
constraints, you may request that your class be of-
fered on days and at times most convenient to you.

This is also the time to be considering the type of
classroom you need. Classroom assignments are made
on a University-wide basis by the Office of the Vice
President for Academic Affairs. Let your departmen-
tal staff know if you have certain classroom prefer-
ences. Keep in mind the scheduled time for your class,
the number of seats you will need, what type of seat-
ing arrangement you prefer, and what kinds of media
and/or technology you would like. Visit your newly
assigned classroom as soon as possible to make sure
that it meets your needs, and notify your graduate co-
ordinator immediately if you will need a different room.
If you make a room change after the Schedule of
Classes has been posted online, post notices with the
new class location in conspicuous places at and around
the originally scheduled location, starting on the first
day of classes until the end of the drop-add period.

Classroom Preparation

The teaching environment can exert a strong
influence on both your teaching and student learn-
ing. Because the first day of class can be hectic, it
is advisable that you begin room preparations well
in advance of the beginning of the term. Can you ar-
range seating to facilitate effective discussion? What
kind of maps, charts, displays, posters, and supplies
will you need? Coordinate your needs with other teach-
ers who will be using the classroom. Will you need an
overhead projector, a laptop, or other audiovisual
equipment? Check with your departmental staff to see
if you need to sign up for equipment or check it out
from the Center for Teaching and Learning at (706)
542-1582.

Handbook for Teaching and Laboratory Assistants



10

Field Trips

Field trips and other course-enrichment activi-
ties are encouraged provided they are legitimately
related to a scheduled class at the University, are
educational in nature, and are conducted in full com-
pliance with applicable University rules and regula-
tions.

The University requires that all off campus field
trips must be approved by the Department Head
and Dean. Itis advisable to secure this approval
prior to scheduling a field trip and before the drafting
of awaiver.

Waivers of liability for voluntary field trips are
generally upheld by courts in the State of Georgia.
Key elements involved with waivers include that the
participant enters into the waiver voluntarily and
that the participant is well aware of the activities
and possible risks involved in the field trip.
Therefore, each waiver, although similar in content,
must be specifically customized to fit the specific
facts of each field trip.

All participants in voluntary field trips in

which the University provides transportation
should be required to sign a waiver of liability
as a condition of participation.
In other situations which may involve potential
dangers or the University provides items such as
meals, housing, equipment, etc. the instructor should
consult with the Office of Legal Affairs about the
advisability of using waiver forms. The Office of
Legal Affairs drafts the waivers once the instructor
provides the necessary information. This
information includes:

Name of the department and the faculty/staff
member who is requesting the waiver
The dates of the field trip
The name and number of the course
associated with the trip
All activities associated with the field trip
o Include what will be provided
(transportation, meals, etc.) by the
University
o Include detailed description of the
activities

e Any possible risks that you might foresee
associated with the field trip (no matter
how trivial you feel the risk might be.)

Instructors who need a waiver drafted by the
Office of Legal Affairs, or who have any questions
regarding waivers of liability, should contact Arthur
Leed, Associate Director for Legal Affairs, Lustrat
House at (706)-542-0006 or at aleed@uga.edu.
A request for a waiver should be made at least three
(3) weeks in advance of the date of the trip to ensure
that the waivers are available in time.

After receiving your requested waiver from the
Office of Legal Affairs, please have all participants
sign an original for you to keep in the instructor’s
files and also make the participants a copy of the
signed original for their records.

Office Hours

Many departments require that teaching assis-
tants maintain office hours for student consultations;
your graduate coordinator can advise you regard-
ing your department’s requirements. Because it is
very important for student-teacher rapport that the
teacher be present and available to assist students
during regular scheduled office hours, office hours
should be selected carefully to avoid conflict with
your other responsibilities.

Teaching Support

Get to know your departmental staff. Next to
your graduate coordinator, the departmental admin-
istrative assistants, degree program specialists, and
business managers will be your most valuable source
of support for your teaching. They can assist you
with everything from ordering books and copying
syllabi to scheduling and reserving a/v equipment.
Staff members carry with them much experience and
expertise, and deserve your respect. Plan ahead.
Make sure that you request copies with plenty of
turn-around time, so that you will always be able to
have the materials you need without inconvenienc-
ing others.
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The Center for Teaching And Learning (CTL)

In addition to departmental support, CTL offersan
array of services to support your teaching, including
online teaching resources, teaching seminars, video-
taping and consultation for instructional development,
mentoring, and other professional training.

For online teaching resources chosen by other
GTAs, goto:

http://isdweb.isd.uga.edu/taresources/teaching.html

CTL also sponsors a number of technology-related
seminars and workshops, especially WebCT support.

In addition to services available to all GTAs, CTL
administers the TA Mentor Program. Sponsored by
the Graduate School, the TA Mentor Program pro-
vides year-long professional development for gradu-
ate students seeking careers in higher education. Ap-
plicants must be nominated for the Outstanding Teach-
ing Award and supported by a faculty member in their
respective departments. For more information go to:

www.ctl.uga.edu

Academic Support

The University of Georgia offers a wide range of
tutorial services through the Division of Academic En-
hancement. Students can schedule an appointment for
free tutoring from the following website:

http://www.uga.edu/dae/services/tutoring/
tutoring_index.html

or by calling the Milledge Academic Center at (706)-
542-7575. Students may also receive writing assis-
tance from the Writing Center, located in room 66 of
Park Hall. Students may schedule an appointment by
phone at (706)-542-2119, or by email:
wrctr@english.uga.edul.

Students sometimes seek private tutorial services,
but arrangements for private tutoring must be made
on the student’s own initiative. University policy for-
bids any person responsible for a student’s grade to
charge a fee for tutoring said student. Prior to the be-
ginning of class, you should determine from your su-
pervisor whether free tutorial services are available
for students enrolled in your course.

BEGINNING THE COURSE:
THE FIRST DAY

Even experienced teachers sometimes approach
the first day of class with uneasiness because ev-
ery course is a new experience and no two classes
are ever alike. Do not be overly concerned about
your own fears, but do be prepared. As indicated
throughout this handbook, careful preparation is
the key to successful teaching. Preparation may be
more important than ever for the first day of class
since the initial session generally sets the tone for
the rest of the course. If the teacher appears to be
in charge, purposeful, and enthusiastic, the students
will be more confident that the course will be a
worthwhile investment of their time.

The agenda for the first day usually consists of
three activities: taking care of administrative details
(e.g. calling roll, passing out syllabi), meeting the stu-
dents, and introducing the subject. The following in-
formation is intended to help the new GTAhave some
idea what to expect with regard to each activity. In
addition, there are also a few very important, last-
minute precautions you should take:

1) Be sure the classroom is unlocked, properly

lighted, and clean.

2) Be sure you have plenty of chalk or board

markers, an eraser, and a clean board.

3) If you are using technology, be sure to get any

keys necessary to unlock classroom cabinets. Test

the equipment beforehand, and arrive early to
have computers and projectors ready for the start
of class.

4) Be sure that you have the preliminary class roll,

copies of the syllabus, and any notes you will need.

5) Be ontime. Start on time.

If possible, arrive early to prepare for the class
and to meet students. If you are prepared and ready
to go when class time arrives, you will be off to a good
start.

Administrative Details

Many students may still be “shopping around”
for a course on the first day of class, so several
may show up who have not registered for the
course. By contrast, some students who have pre-
registered may have changed their minds and will drop
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the course. Still others may become discouraged by
their first day experience in another course and won-
der whether or not they are supposed to be in your
class in the first place. Regardless, you may expect to
have your share of administrative details to handle
during the first few days of the semester.

Information on University policies and procedures
for dropping or adding courses, auditing or challengeing
courses, and other administrative matters is included
inthe current editions of the The University of Georgia’s
Student Handbook and the Bulletin for undergraduate
study. You may now also read about the drop/add
and withdrawal process online from the following
website:
http://www.reg.uga.edu/or.nsf/ntml/registration
Click on the eWithdrawal option.

Meeting the Students

You may find preliminary class rolls in your office
mailbox before the first day of class, but if you don’t,
printa current one from the registrar’s website. Cur-
rent enrollments are available at the website through-
out the semester. If you choose to call roll for the first
class meeting, keep in mind that not all students in the
class will be on the initial list. Advise students who are
not on the preliminary list to register or go through the
drop/add process on OASIS. These administrative
details can take up valuable class time, so it might be
helpful to speak with students not on the class roll at
the end of the course period.

Finally you will get to meet the class, and your stu-
dents will probably be equally eager to see what you
are like. Unless there is good justification for a delay
(such asachange in the scheduled meeting place), itis
advisable to start the first class on time. You will seta
precedent for punctuality from the beginning, and you
will establish a tone that will help students realize the
importance you attach both to the course and to their
time.

Experienced teachers use many different ways to
broach the awkwardness of the first few moments of
student-teacher interaction, and probably the most
common is to hand out the syllabus. This gives that
teacher a meaningful first action to perform, places
useful information into the students’ hands, and gives
both teacher and students a common ground for initial
communication. Once you have distributed your

syllabus, you may introduce yourself and write your
name and the course on the chalkboard (this will help
students who have wandered into the wrong class-
room). Next, list your office location, office hours, and
mode of preferred communication (email address or
telephone number) on the board, or post the informa-
tion on a power point slide. Although this information
will also be listed in your syllabus, announcing it on the
first day of class will give you another chance to make
your students aware of your interest and assessibility
to them during the course.

Some professors opt for a strong opener for the
first class. If you would like to open the class big, here
are some questions to keep in mind:

*What do you hope to accomplish in your
course?

*What are some of the more interesting ques-
tions or problems that your field addresses?
*Can you relate some aspect of your research
or your discipline to your students’ lives?

You may also want to tell your students something
about yourself on the first day of class. What do you
research? How did you first get interested in your field?

There are several different ways to get the class to
introduce themselves. If the class is small, you might
want to have the class members introduce themselves.
Otherwise, divide the class into pairs and give each
half five minutes to interview the other (be sure to indi-
cate to the pairs when the time is half-over). The pairs
introduce one another to the entire group. The advan-
tage to this method is that no one is put on the spot to
talk about themselves. Alternatively, you could have
each student volunteer to swap email addresses or
phone numbers with another student, which serves as
abuddy system should anyone have to miss class, and
also minimizes the number of emails you’ll receive about
course administrative details.

Learn your students’ names as soon as possible,
even in a large class; students will invest more in a
class when the professor knows them. If the class is
small enough, consider taking digital photos to review
later. Perhaps you can have each student to your of-
fice or the cafe at the SLC for a five-minute chat. If
the class is large, you might want to consider a seating
chart, at least for the first few weeks. This will aid you
in taking attendance, and will help you to remember
names more quickly. In seminar-style seating
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classrooms, some instructors create name placards for
each student, enabling students to get to know each
other as well. Other professors will hand out index
cards and ask students to write down their names,
email addresses, and why they are interested in taking
the class. What courses have they previously taken in
the field? What is their major? What has been their
favorite course at the University of Georgia and why?
This will give you a better understanding of what your
students have come to expect and what they appreci-
ate.

Introducing the Subject

Finally, some instructors hesitate to introduce con-
tent on the first day, but why punish those who know
that they want to take your class by waiting until the
end of drop/add to begin your lectures and discus-
sions? Remember, your first class sets the tone for the
rest of the semester. By presenting new material from
the first day, this suggests to students that you are se-
rious about making their time with you worthwhile and
that you expect progress to be made in every session
together. Don’t worry about the students who are still
in the “shopping” for classes stage. They will have a
better sense of how your class will be run if they wit-
ness how you teach. Many first-time teachers, as well
as many experienced teachers who take on a new
course often find that they have prepared too much
material for the first day, but it is always preferable to
have too much rather than too little to do. Some start
with the most important points to cover, and as time
permits, will go into the details of those points. Others
will delve into details only after they have allowed for
student questions.

In general, remember this: you know more than
you think, and your excitement about your field will
carry you far in your students’ lives. Your students want
to cooperate, and they want to learn.

Seven Ways to Handle Nervousness
(Reprinted with permission of the Center for
Teaching and Learning at Stanford University)

Practice.

Practice doesn’t make perfect, but doing a pre-
sentation out loud several times before the real thing
will make you feel more confident, especially if you
practice under conditions as close to the actual situa-

tion as possible. Do at least one dry run in front of
anaudience, even if the audience is just a friend.

Concentrate on the ideas.

Concentrate on the ideas you want to get across,
not on your own nervousness. Even shy people speak
up when it’s something they care about. Think about
your audience’s needs, not your own.

Make a strong start.

You’ll be nervous at the beginning of the talk, so
start with an introduction that will be easy to remem-
ber and that will relax you as well as the audience.

Visualize.

Rehearse for your first presentation by acutally vi-
sualizing how it will go. Imagine what you’d like to
say, how you’d like to say it, and a positive response
from the audience. Many athletes use a similar ap-
proach by imagining an entire dive or jump, in detail,
before they actually do it.

Use audiovisual aids or multimedia.

Particularly if you have lots of technical informa-
tion to cover, it can be reassuring to have much of it
already written on transparencies or PowerPoint slides.
Even just an outline on the board can reassure you
that you won’t forget what you want to say. Be sure to
look at your audience as much as possible, however,
and not at your outline or slides.

Assume a confident attitude.

To a large extent, you can control your own reac-
tion to sweaty palms or a beating heart. Tell yourself
you’re “psyched,” not nervous. Remember that to an
audience, nervousness can seem like dynamism or
energy. Your attitude will probably determine what the
audience thinks.

Breathe.

Right before the presentation, take a few moments
to regulate and deepen your breathing. When it comes
to public speaking, your breath is your main support.
The moment you start to feel a case of nerves building
up, take a deep breath. You will start to feel better
immediately and your voice will convey your relax-
ation and confidence.
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TEACHING EFFECTIVELY

Dimensions of Effective Teaching
Teaching Methods

Science Labs

Language Labs

As a TA, you may engage in one or more of a
variety of interrelated teaching activities -- lecturing,
class discussion, running labs, conducting office hours,
and grading. The specific responsibilities of graduate
teaching assistants may vary widely from department
to department. You may find it most helpful to read
only those sections in this handbook relevant to your
situation. In any case, confer with your graduate co-
ordinator to insure that you are aware of your TAdu-
ties. Finally, as you develop your personal philosophy
of teaching, the most important aspect to keep in mind
is the ultimate goal of your teaching: student learning.

Dimensions of Effective Teaching

Teaching is a highly individualized activity, and the
student-teacher interaction is an intense human rela-
tionship that encompasses a broad range of person-
alities and behaviors. There is no “best” or “most ef-
fective” teaching style which will work well for all teach-
ers. Many beginning teachers attempt to imitate the
style of a favorite teacher from the past, but the most
successful styles are those that develop as naturally as
possible from a teacher’s own personal characteris-
tics.

The most effective teaching style for you will be
one that reflects a combination of sound teaching tech-
niques, knowledge of the subject, enthusiasm for teach-
ing, and sensitivity to your own personal characteris-
tics. For example, if you are by nature a formal per-
son, an attempt to assume an informal manner may
appear to your students to be just that, an assumed
posture. Whatever your style, you can generally per-
form in amore relaxed manner if you simply maximize

your own best personality traits. In general, if you come
across to your students as a caring person, their ap-
preciation for your personal sincerity will enhance their
impression of you as a teacher.

TEACHING METHODS

Understandably, new teachers tend to pick the
teaching method that they found the most comfortable
as a student; however, an effective teacher will be-
come proficient in a variety of instructional methods.
Since some teaching strategies may be more appro-
priate than others for attaining a specific educational
goal, you may wish to vary your instructional method
based on your daily lesson, your learning objectives,
and your students’ needs.

LECTURING

Lecturing is one of the oldest and most common
methods of teaching at colleges and universities, es-
pecially in introductory and survey courses that re-
quire much of the material be covered ina short time.
Historically, before the printing press, lecturers read
to audiences whose access to written materials was
limited. With the proliferation of books and the advent
of the internet, the original purpose of lecturing is ob-
solete. However, lecturing remains useful to provide
structure and organization to scattered materials and
to distill the important points from a barrage of details.
Lectures are also very easy to update, and notes from
lectures can serve as excellent self-study guides for
the motivated student. When executed well, lecturing
can be one of the most effective and interesting teach-
ing methods available to an instructor, but when poorly
performed, it can be most ineffective. Thus, teachers
who use lectures must learn to use them well.
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Unfortunately, competency in lecturing techniques sel-
dom comes naturally or easily to a new teacher; rather,
like most other factors in effective teaching, effective
lecturing requires careful preparation.

If lecturing will be your method to teach a lesson,
here are a few suggestions to keep in mind. Aim to
know your material well enough that you can deliver
it in the same way you might relate a story or carry on
a conversation. Amore relaxed, thinking-out-loud,
narrative style will challenge your students to think cre-
atively and abstractly about a concept or idea.

Preparation

This cannot be repeated often enough. A confi-
dent, relaxed, and successful lecturer is a well-pre-
pared one. Begin with your lesson topic for the day.
What objectives would you like for your students to
meet? What terms, concepts, and background infor-
mation do you need to provide your students to help
them with the lesson? What teaching aids are avail-
able? From these answers, draft a rough lesson plan.

Now comes the hard part--deciding what to leave
out. Itis virtually impossible to cover any subject com-
pletely, and any attempt to do so will only overwhelm
your students with too many details. It will take time
to learn how to gauge how much material you can
cover during a class period. Be safe! Build a basic
lecture with lots of options. For example, you might
want to structure an early stopping point in your lec-
ture, should you be over time, and prepare an activity,
or have an extra segway story or two should you have
time left at the end of class.

To keep a lecture focused and concise, many ac-
complished lecturers write a one-sentence statement
that covers the heart of the entire lesson in thirty words
or less. (The word limit is arbitrary, but this challenge
has proved to be a very efficient way to focus on the
essential content.) When you are satisfied that the sen-
tence reveals the essence of the day’s lecture, rewrite
the sentence in the form of a general question. Next,
list the three or four key points or arguments that will
best help you to answer the question. Again, limit each
point to a single, brief sentence. Once this is done,
you have produced a basic outline for the body of the
lecture.

Organization
How you organize a lecture can make all the dif-
ference in whether students retain the material or un-
derstand it in the first place. While you may have been
thinking about your lesson for weeks, months, or years,
your students are often hearing the information for the
first time in your class, and their attention is divided
between listening to you and deciding what to write
down. With this in mind, it is paramount that you do
not try to cram too much information into a single lec-
ture, and that you indicate--by emphasis, repetition,
and summary--your major points and how they con-
nect. You could bulletpoint your main points in 10-15
minutes on the board or via Power Point presentation,
but students need time to digest and reflect upon the
material. Agood lecturer devotes much of the class
period providing examples, case studies, and refor-
mulating the main points into questions. Listed below
are some suggestions to develop a well-organized lec-
ture:
*Your lesson plan should contain no more than three
to four major points, as this is all that can be feasibly
covered in a fifty-minute class. If you have more
than five main points, you have more than one lec-
ture.
*Once you have developed the body of a lecture,
you will need an introduction and summary conclu-
sion. Agood general rule of thumb here is, “Tell them
what you’re going to tell them, tell them, and tell
them what you’ve told them.” Some lecturers begin
the class with a review sentence from the previous
class to refocus student attention as well as to cre-
ate continuity. From there, they raise questions or
outline the major points in their introduction, develop
the points with examples, and recap their findings in
their lecture conclusion.
*In lectures, unlike with the written word, repetition
is crucial. Repeat your main points early and often.
*Good lecturers know that most students can con-
centrate for five to ten minutes at a time. Present
your material in five-ten minute blocks, and shift ac-
tivities to retain student attention. You may want to
do a short classroom assessment or simply solicit
or answer student questions. Some lecturers inte-
grate discussioninto the lecture to maintain student
attention.
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Follow each mini-summary with a clearly signaled
transition to the next section. You can structure dis-
cussion, student questions, or even pauses around
these major blocks. The pause signals to the class
the end of a major point and encourages better stu-
dent ingestion of material.

*Consider alternating lecture notes with student pre-
sentations, small group work, and/or multi-media clips
to keep students engaged.

*Pay attention to your audience. Puzzled looks sug-
gest you need to explain a concept more clearly, and
frenzied note-taking isa good indicator that you need
to slow down your lecture.

Presentation

Delivering a lecture calls for honing basic presen-
tation skills as well. Again, listed below are a few tried
but true pointers from effective lecturers:

eIf atall possible, avoid reading your lectures verba-
tim. Itis a wise idea to run though your notes once or
twice before class to gain familiarity with your points.
*Maintain good eye contact with your students. Their
expressions will tell you when a point needs to be
made more clearly, and when you need to pause for
note-takers. Make an effort to look at specific indi-
viduals as you make a point rather than just scanning
the room.

*When you lecture, and especially if you are reciting
aquote or identifying a main point, speak slowly and
clearly. Make certain that your voice can be heard in
the farthest rows of the classroom, and that your voice
does not trail off at the end of a phrase or sentence.
*Whether using the chalkboard, overhead projec-
tor, or computer screen, remember to face the stu-
dents as much as possible.

*If you lose your train of thought, pause to think
rather than filling the air with ums, uhs, and aimless
chatter. Your students will appreciate the few sec-
onds to catch up on their notes.

*Move. Avoid getting stuck behind a lecturn or a
large computer console. Movement around the class-
room is one way you can redirect or refocus student
attention.

oI time permits, try preparing a mock lecture for
your classroom before classes begin. Have fellow
graduate students sit in the back rows. Can you be
heard? Will you need a microphone? If so, contact
the administrative assistant for the building.

*Finally, try taping your lecture on a tape recorder.
Better yet, contact the Center for Teaching and Learn-
ing and have yourself videotaped so that you can
both see and hear yourself.

Cohesiveness

Although this has been mentioned in the previous
sections, it bears repeating. Remember that the key
themes of the course are probably more clear to you
than your students, as you have already spent weeks
or months planning for the course. Your students will
want the same clarity and sense of direction for the
day’s lecture as well as for the entire semester. To
help students understand the larger underlying frame-
work of the course, use the first few and last minutes
of class to show the links between lectures. Here are
some suggestions:

*Begin class with a sentence connecting the events
of the previous lecture to the current one. Your stu-
dents need to be reminded where the last class
stopped and where this one is going.

*Where possible, link your lecture notes to what stu-
dents have read in the textbook or document reader.
Your lectures can put flesh on the otherwise dry con-
cepts covered in the reading, and you can further
engage students with more in-depth examples, or pro-
vide a contrasting perspective to the one offered in
the books.

*Coordinate lectures with assignments. The home-
work should provide an opportunity for students to
apply what they have just learned in class.
*Conclude a lecture by anticipating questions that
students will have either on their homework assign-
ment, or else questions that can be addressed the
the following lecture. This can be your version of
“scenes from tomorrow’s episode” or amovie trailer
of an upcoming class.

*Cohesiveness within a lecture is as important as the
links between them. As you are putting together your
lecture, keep in mind the overarching theme of your
lecture. Some professors like to think of each lec-
ture as an essay: it should have a clear, concise the-
sis, and it should have an introduction, body, and
conclusion. Once the main points are in place, be
thinking about how each part links to the others, and
consciously think about how you can write ina tran-
sition.
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Making Your Material Relevant

This is advice that is particularly helpful for those
serving in introductory survey classes. Students want
to know how what they are learning in the classroom
has relevance to the world outside. Students who have
not decided on a major will be interested in how they
can apply the ideas that they study in your class. Listed
below are some suggestions:

*Demonstrate how your lesson helps to explain a
phenomenon.

*Explain how your lecture topic has been used to
solve an historic or modern problem.

*Discuss how your argument on a particular concept
goes against the grain of conventional understand-
ing.

*Relate how the concept or idea was created, dis-
covered, or how it has changed over time.

Mixing it Up

While the lecture method has some distinct prepa-
ration advantages, it is an inherently teacher-centered
mode. To promote active student learning, you may
want to intersperse your lecture with activities that as-
sess student learning. For example:

*Create mini-problems for students to solve inde-
pendently or in small groups.

*In between major lecture points, break for

short discussion, and have a few leading questions
to begin.

*To check for reading comprehension, have students
collaborate in role plays or debates.

*Before unveiling findings from case studies, have
students predict the outcomes.

*Employ any kind of multimedia clip to further illus-
trate a point made in lecture.

Afew role plays can be particularly helpful when
students’ attention spans seem to be fading. One stu-
dent remembers how a physics professor started a
lecture on gravity by playing an Elvis Presley song on
guitar while balancing upside down on his head. In
addition to keeping students engaged in the lecture,
these strategies give students a chance to apply what
they have just learned and give the lecturer valuable
feedback on what students think and understand.

Handling Questions

Another way in which lecturers can promote a more
engaged classroom is by going out of your way to
encourage questions. Some professors prefer to break
up their lecture by soliciting student questions, while
others find it distracting and will reserve question time
at the end of the lecture. You will quickly figure out
which method you prefer; just let your students know
when you will handle questions. Here are a few point-
ers:

*It’s a good idea not to throw out a generic “Any
questions?” to your students at the end of a class
period, as students will quickly learn that they will be
dismissed earlier if they have nothing to say. Often,
this does not sound like you are genuinely interested
in clearing things up for your class. Instead, try ask-
ing them something more specific, such as “What
points are still a little muddy to you?” or “What can |
help clarify?” or even “Is there anything that inquiring
minds want to know that | did not answer as yet
today?” Furthermore, when you ask, make sure to
make eye contact with your students. This is not the
time to be erasing the board.

*Make sure that you understand what a student is
asking. Paraphrase the question back to the student,
and ask if you understand the question correctly, and
if you are teaching a large class, repeat the question
for the entire class to hear.

*Perhaps most importantly, know that it is OK not
to know the answer to something. Your students are
savvy enough to see through a bluff. Tell them that
the particular question is outside of your primary field
of study, or that to answer it fully will require some
sleuthing. Your students will appreciate your honesty,
as well as the extra effort you take to find the right
answers.

Classroom Assessment Techniques

Occasionally you may suspect that students have
questions, but they are reluctant to ask. You may want
to try one or more of the classroom assessments de-
scribed by Angelo and Cross in Classroom Assess-
ment Techniques. Often used during the last two or
three minutes of a class period, such assessment tools
help teachers gauge if they are effectively communi-
cating course content during their lectures without de-
voting lots of time or effort. Such techniques also help
teachers identify student thinking, which can help in
tailoring your lessons.
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Here are a few classroom assessment techniques from
Angelo and Cross.

*The Minute Paper: Ask students to respond
briefly to some variation on the following two ques-
tions: “What was the most important thing that you
learned during this class?” AND “What important
question remains unanswered?”

*The Focused List: Direct the students’ attention
to a single important term, name, or concept from
a particular lesson or class session, and ask them
to list several ideas that are closely related to that
“focus point.”

*Muddiest Point: Ask students to jot down a quick
response to one question. “What was the muddiest
pointin ?”

*Directed Paraphrasing: Have students para-
phrase information or concepts as a way to assess
comprehension and to develop the ability to trans-
late information into their own words.

TEACHING BY DISCUSSION

Teaching by discussion is one of the most effective
and also one of the most difficult teaching methods.
Whereas lecturing is an efficient method for conveying
new information to students, discussion is much more
effective for involving students and encouraging them
to think critically and originally. Discussion is more likely
than lecture to challenge student attitudes about a sub-
ject and to require students to formulate ideas and
arguments for themselves. A student may gain useful
information and formulate ideas through any type of
instruction, but concepts so attained may or may not
be seriously evaluated. Effective discussion requires
students to present, defend, reformulate, and evaluate
their ideas.

Preparation
If you are going to be leading discussion sections,
make it your first priority to sit down with the instruc-
tor of record and understand what objectives are for
the term.
*What is the purpose of the discussion sections?
Should students apply newly learned material and/or
skills? Will you be responsible for introducing new
material? Or rather, do you wish to have students
analyze arguments critically, practice synthesizing con-
flicting views, or relate material to their own lives?

You can easily incorporate more than one of these
objectives into a discussion section, it will just re-
quire some directing.

*Make your objectives plain to your students. Ex-
plain to them what you will be focusing on and why.
*Determine how involved you will be in the discus-
sions. Will you ask most of the questions and redi-
rect tangents back to the topic, or will you take a
more passive discussion role, allowing the topic to
drift according to student interests? Introductory
courses might need more structure in a discussion
section than those comprised of upper-level majors.
*Once you have decided on your role for discus-
sion, be consistent. Students will quickly learn that
they do not have to prepare an agenda or direction
for discussion if you will take over discussion each
week.

*Be clear with your students what type of discussion
role you will be assuming and likewise what you ex-
pect from them. Students will greatly appreciate
knowing just what will be expected of them in dis-
cussion section and how best to prepare.

*Some professors provide thought questions or other
“advance organizers” for students to prepare and bring
to discussion. This helps them focus their prepara-
tion, and students who might be otherwise reluctant
to participate find it easier to read out loud an an-
swer they have written down.

Getting Started
There are several techniques that may be used to
get discussion started. Acommon method is to ask
the students to nominate the points for agenda. An-
other method involves the use of a few carefully se-
lected open-ended questions to stimulate discussion.
Here are some suggestions:
*Begin with material students are familiar with or feel
comfortable with. Start with a question that can be
answered with information from general experience
or from basic data in the subject area. If a student
response is incorrect or incomplete, it may be tempting
to answer it yourself, but discussion will be encour-
aged if you rephrase the question and toss it out again.
*Once students have the basic facts down, try ask-
ing a question that will require students to explain
relationships among the factual information, or to form
general concepts.
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Finally, see if you can direct discussion to a more
analytical or evaluative stage by asking questions that
require students to apply concepts and principles they
have developed to new data and different situations.
Introductory students might have difficulty with this
line of questioning, but advanced students will catch
on more quickly. Even if only a few students partici-
pate at this level, the rest of the class will benefit
from hearing their peers’ comments.

Student Participation

Discussion leading isa little like a juggling act. You’ll
want to ask good questions, encourage the reticent
students to participate, and discourage overly talk-
ative students from monopolizing the discussion, all
the while processing what answers students provide,
and directing their answers towards your class objec-
tives for the day. Listed below are a few suggestions
to help keep the juggling act manageable:

«If discussion is going to be used frequently inaclass,
front load the class teaching some techniques to good
discussions, and then have the class establish some
ground rules for handling any problems.

*Have students nominate topics for discussion at the
beginning of a new unit or section. Let their interests
or questions shape the direction the discussion takes.
*One way to insure that all students get the opportu-
nity to participate is to assign each student a particu-
lar lesson or set of discussion questions. Put a stu-
dent in charge of each discussion day.

*“Embrace the silence”: Don’t panic if students don’t
immediately answer one of your questions. And don’t
bail them out by answering it for them. Wait-time
can range from five to thirty seconds after you’ve
asked a question or after a student has responded,
and it has a positive effect on student learning.
*Divide the class period roughly in half. During the
first half of discussion, establish a baseline of knowl-
edge. Have students brainstorm what they already
know about a subject, and write all ideas down on
the board. Or begin with a set of content questions,
and have students call out the answers for the board.
Then for the second half of class, try to make con-
nections and identify relationships between the ideas
on the board.

oIf the class is large, break it down into small groups,
and have each group address the same question, or

deal with different questions. Reassemble the class
about fifteen minutes before the period ends, and
have each group report their “findings’ to the class.
*Never underestimate the power of a handout. You
can easily jog students’ memories about the reading
homework and provide a segway to discussion with
agraph, historical document, or photo.

*Begin a class by giving students five to ten minutes
to free-write on the discussion topic. Students who
might be otherwise reluctant to talk will have time to
organize their thoughts down on paper first.

*Near the close of a unit or section, facilitate a stu-
dent-led review session with a debate. Pose a broad
thematic either/or question, and have students present
evidence arguing for one side or the other. If an ar-
gument develops, try to appeal to objective evidence.
If the dispute is values-based, allow students to clarify
their values while reminding them to respect the val-
ues of their fellow classmates.

Summation

Reserve time at the end of class for a brief wrap up
of the day’s discussion. You may simply summarize
the major points that students raised, or repeat the
concepts that were discussed. In any case, end your
session with a focus on the students’ contributions.
Give your students confidence in their ability to think
for themselves, and they will assume greater owner-
ship in the learning they undertake for your class.

Discussions Attached to Lecture Courses

Many departments with large enrollments in intro-
ductory courses break the classes down into one or
more discussion sections to facilitate better student
learning. Generally, the professor gives lectures to the
whole class, and graduate teaching assistants are in
charge of the discussion sections.

If your assignment includes a discussion section,
you may be expected to handle only questions and
problems related to the materials covered in the lec-
ture, or you may be expected to supplement the lec-
tures with new information. Before the semester be-
gins, meet with the professor in charge of the lecture
and make sure you are clear about what is expected
of you.

If students complain to you, as discussion leader,
about the professor or the other discussion leaders,
be very careful and diplomatic. Professors and TAs
are a team that must show a united front.
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SCIENCE LABORATORY SECTIONS

Graduate assistants who are assigned to teaching
responsibilities in laboratory settings have special re-
sponsibilities for planning, teaching, and evaluation. For
those involved in science laboratory instruction, stu-
dent safety is an important concern.

Purpose of Laboratory Sections

In most introductory science courses, laboratory
sections are conducted in conjunction with lecture ses-
sions to give the the students an opportunity for hands-
on experience with the scientific method. Generally,
the lectures are conducted by professors, with gradu-
ate teaching assistants responsible for conducting labo-
ratory sessions.

Lab sessions provide an excellent opportunity for
students to acquire valuable technical skills and to ex-
pand their understanding of the relation of scientific
concepts and theories to “the real world.” This practi-
cal experience is also intended to nurture the students’
spirit of inquiry and to generate an appreciation of the
nature of scientific discovery.

Planning for Lab Safety

Lab sessions present a unique responsibility for stu-
dent safety. The common safety precautions for lab
operation may be second nature to the teacher, but
the students are much less experienced and need close
supervision, especially in the first weeks of the course.
If improperly performed, simple procedures, such as
inserting glass tubes into rubber stoppers or the de-
cantation of toxic, volatile, or corrosive liquids can
produce serious injury. Consequently, to insure stu-
dent safety, thorough instruction and frequent remind-
ers of the necessary safety techniques must be pri-
mary objectives of each lab session.

If your assignment involves lab teaching, you should
review the following information carefully and contact
your faculty supervisor or departmental safety officer
to obtain complete information about your responsi-
bility for the safe conduct of your classes.

Guidelines for general lab safety are published in
the University of Georgia Chemical and Labora-
tory Safety Handbook (www.esd.uga.edu/chem/
safetymanual.htm), distributed by the Environmen-
tal Safety Division (ESD). The ESD includes the Haz-

ardous Materials Management, Radiation Safety,
Biosafety, and Fire Safety Programs, each of which
has it own materials on ESD’s main website
(Wwww.esd.uga.edu). ESD advises that the Chemi-
cal and Laboratory Safety Manual covers the type
of information needed for most lab teaching opera-
tions, but that a teaching assistant should check care-
fully to determine if any portion of the course will in-
volve operations to which specific regulations apply.
Information regarding the application of specific safety
regulations and copies of the regulations may be ob-
tained from your department’s safety officer or the En-
vironmental Safety Division.

The Laboratory Safety Manual states that “the
basic purpose of laboratory safety is to protect the
student, researcher, staff member, or instructor from
the many real and potential hazards encountered when
using various materials ina lab setting. These hazards
can be eliminated or reduced by adoption of a series
of common sense rules tailored to the specific needs
of the individual lab . . .. Itis up to the faculty member
or instructor in charge of the lab to establish and en-
force aset of rules tailored to the lab in question.”

Safety rules require the use of long pants, closed-
toe shoes, disposable gloves, safety goggles, face
shields, and body shields if there is any possibility of a
violent reaction in the lab. The instructor of record
and teaching assistants should make certain that haz-
ard warning signs have been posted, and that neces-
sary safety equipment is available and used as required.

When using lab chemicals, the user needs to know
what protective steps to take for all materials used.
Material Safety Data Sheets (MSDSs), which can be
found through the ESD website, provide proper pro-
cedures for handling or working with particular sub-
stances. You should know what emergency equipment
isavailable. How should these be used in the case of
achemical spill or accident? Do not proceed with any
project until the information has been obtained. Teach-
ing assistants should make sure that all students re-
ceive sufficient instruction for the safe use of chemi-
cals and/or potentially hazardous lab equipment,
whether in the form of written safety guides, pre-labo-
ratory lectures, teacher-demonstrations, or otherwise,
prior to the beginning of the laboratory exercise.

Any accident that occurs should be reported im-
mediately to your supervisor. As stated in Section 2,
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Part IX of the Safety Manual, “all serious injuries which
require medical attention shall be reported by calling
9-911. All incidents that result in an injury or property
damage are to be reported using a University Inci-
dent/Accident Report form, which should be avail-
able in the offices of department or division heads.”

The lab safety manager of the Environmental Safety
Division has advised that it is good policy to file are-
port of any accident, no matter how minor, that in-
volves injury to anyone. In the case of a large chemi-
cal spill or other emergency situations beyond the
instructor’s capability to handle, the instructor should
immediately notify the Environmental Safety Emergency
Response Team at (706) 542-5801, during normal
working hours, or the UGA Police at (706) 542-2200
after normal working hours.

Additional Responsibilities in the Lab

The following general suggestions may help new
teaching assistants to provide for the effectiveness of
lab sessions. Learn all you can about the University’s
current safety regulations and procedures before
classes begin. Be sure the first aid kit, fire extinguisher,
safety showers, eye washes, and other safety equip-
ment are accessible, properly labeled, and fully op-
erational—and be sure that you know how to use them.
Review the basic rules for first aid, and post in a con-
spicuous place the procedure for obtaining emergency
assistance. Be aware of where the closest fire alarm
is before you need it.

Check out the lab area and equipment so you can
feel comfortable when classes begin. Become familiar
with the lab stockroom so you will be able to locate
extra supplies and equipment quickly if they are needed
during a class session. Obtain a copy of the required
student manual, review the supplies needed for the
scheduled experiments, and notify the faculty supervi-
sor if there are any shortages. Check with your super-
visor regarding the availability of written materials, pro-
cedures, and demonstration supplies (audio-visuals,
slides, charts, and so forth) that you may need through-
out the course.

The First Day of Lab
As in other kinds of instruction, this is the time to
set the tone for the rest of the semester. Explain the

importance of lab safety and make sure the students
know what to do in the event of an emergency. Show
them the lab facilities and give them a few minutes to
become familiar with their surroundings. Then, explain
in detail the general ground rules for the proper han-
dling and storage of supplies and equipment. Empha-
size that because the lab must be used by subsequent
classes, work areas must be cleared and all equip-
ment cleaned and stored before the end of each ses-
sion. Explain the relationship of the lab session to the
overall course and point out that most of the experi-
ments performed in introductory science courses are
intended to illustrate basic ideas that underlie the fun-
damental concepts of science. Briefly review the types
of experiments the students will be performing. Em-
phasize that because it will generally be necessary for
you to present essential information and instructions at
the beginning of each session they should arrive for
classontime.

Identify the name and source of the manuals and
supplies the students will be expected to purchase and
explain the general type of preparation required for
each session. Review the overall grading policy you
will use and discuss your expectations regarding inde-
pendent and collaborative work. Explain the types of
notes and reports the students will be expected to pre-
pare, and finally, make the assignment for the next labo-
ratory session. If the work is to be done in pairs or
small groups, it may be expedient to arrange the groups
atthis time.

Instruction in the Lab Course

Maintain student awareness of the educational im-
portance of the laboratory experience by explaining
the purpose of each experiment. Advance reading as-
signments or very brief introductory comments regard-
ing the significance of an experiment may generate
greater awareness of the nature of scientific research,
and a few carefully selected study questions may help
to focus student thinking. Unfortunately, laboratory
experiments have occasionally been misperceived as
irrelevant busy work, but proper student orientation
and imaginative teaching can turn a laboratory exer-
cise into an exciting and challenging learning experi-
ence.

Thorough teacher preparation is vital to each lab
session. Itis strongly recommended that you perform
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each assigned experiment, including the calculations
and reporting that will later be expected of the stu-
dents, before the laboratory session to determine if
the instructions in the student manual are complete and
clear and to be sure that the exercise can be performed
in the time provided. This practice will also help you
discover those procedural difficulties the students are
most likely to encounter. The theory on which the ex-
periment is based should be reviewed in detail in prepa-
ration for responding to student questions regarding
the theoretical significance and practical applicability
of their newfound knowledge.

Because of the nature of laboratory instruction, it
IS very important to begin each session promptly. At
the beginning of each session, demonstrate how the
students should handle and care for any new supplies
and equipment they will be using and review the es-
sential safety precautions. Briefly but explicitly explain
the purpose of any necessary final instructions and let
them get started. The introductory comments should
be kept to a minimum to allow as much class time as
possible for the experiment. Otherwise, the pressure
of time may reduce a meaningful learning experience
to anexercise in futility. In many cases, the instructions
and the next class assignment can be written on the
board before the session to greatly reduce the time
needed for teacher comments. During lab sessions,
you will have an opportunity for a unique involvement
with student learning on a one-to-one basis. By circu-
lating around the laboratory, you will be able to dem-
onstrate your interest and accessibility to those stu-
dents who may need help, while simultaneously moni-
toring lab safety. Try to maintain an informal manner
while moving around the room. Regular pacing may
be perceived as inspection tours; conversely, hover-
ing in one place may be intimidating to the students in
that area. Few teaching situations are as amenable as
lab sessions to developing a personal rapport with stu-
dents. So, with a little effort, you should be able to
establish quickly an enjoyable working atmosphere.

At times, it may be tempting to take over and help
a struggling student through a difficult part of an ex-
periment, but this is generally inadvisable—except to
avoid an impending problem. Students are generally
more appreciative of assistance if it helps them dis-
cover solutions through their own resourcefulness.
Questioning techniques are very effective for helping
students redirect their thoughts and, if used skillfully,
will generate creative thinking ability; therefore, if you

can maintain your patience and diplomacy during your
students’ plodding efforts to learn by experimentation,
teaching can be especially rewarding to both teacher
and student.

Near the end of the class session, a brief summa-
rizing discussion of the experimental results can be very
productive. Allowing students to explain what tran-
spired will help them to understand how to generalize
from the experiment data to the concept under inves-
tigation. As the students discuss comparative varia-
tions in lab data, they may also gain additional insight
into the nature of scientific knowledge and learn to
appreciate their own abilities to apply experimental
methods. The summary sessions will also provide you
an opportunity to obtain group feedback regarding the
lab procedures and practice.

Language Laboratories

Language labs are invaluable learning settings for
introductory students of modern foreign languages, and
graduate teaching assistants may be assigned to su-
pervise the laboratory and assist students as needed.
Although language lab teaching is not the same as that
discussed above, there are several essential common-
alities regarding teacher performance: reliability and
punctuality, accessibility to the students, and familiar-
ity with the lab equipment.

In language labs, two of the most important teacher
characteristics are accessibility and a demonstated
willingness to help students since many students, es-
pecially first-semester first-year students may be re-
luctant to seek out assistance on their own. Encoun-
tering a foreign language for the first time can be a
bewildering experience, and difficulties with strange
lab equipment and procedures can be very intimidat-
ing to an uncertain student.

Although students are generally expected to work
independently in language labs, any assistance you can
give during the first few sessions will help to generate
self-confidence and create an appreciation of the value
of the laboratory experience. Teacher sensitivity to in-
dividual needs and differences in such instructional situ-
ations can make the difference between a student’s
decision to withdraw or to persevere in the course.
Consequently, the effective supervision of language
labs is of paramount importance to the department’s
success in language courses and perhaps to the entire
academic career of many talented students.
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EVALUATING STUDENTS

Testing
Grading
Fostering Academic Honesty

Formative vs. Summative Evaluation

One of the most challenging steps in your teaching
responsibilities is the evaluation of student progress.
Evaluation can be one of the most threatening steps
for the inexperienced teacher. Planning for student
evaluation is an integral part of planning for teaching,
not just the final step of the instructional process.

As someone who has had to maintain a high GPA
in order to gain admittance to your graduate program,
you are most familiar with summative evaluation--an
assignment or set of assignments that result in a letter
grade that is supposed to reflect your overall grasp of
course material at the end of a period of time. Without
question, assessing your students with grades is one
of the most important tasks you may be asked to do
as a teaching assistant. However, just as important as
summative evaluation--determined through quizzes,
tests, term papers, mid-terms, and final exams--is the
formative evaluation that you can do throughout the
semester in order to assess how well your students
are learning as they prepare for summative evaluation.

Formative evaluation can pre-empt poor student
performance on summative evaluation projects; at the
same time, formative evaluation can communicate to
both teachers and students whether or not course con-
tent is effectively being communicated and learned,
information that can lead to refinement of instruction
on the part of the teacher and refinement of studying
techniques on the part of the students. For a few ex-
amples of formative evaluation, refer to page 17 of
this handbook; for a comprehensive study of forma-
tive evaluation techniques, refer to Angelo and Cross’s
Classroom Assessment Techniques. The remainder

of this section focuses on some important aspect of
summative evaluation.

TESTING

Testing serves three main purposes. Tests are di-
agnostic tools that help you establish what students
already know. Tests are formative because they give
students feedback as well as help you to improve your
instruction. Finally, tests are summative in that they
evaluate student performance for the purpose of as-
signing a final grade.

Tell your students in advance, preferably at the be-
ginning of the term, what kinds of tests will given in the
course. The nature of the course test format will di-
rectly influence how students will prepare, study, and
learn. In most introductory courses at the University
of Georgia, professors assign several tests during the
course of the semester, in addition to the final exami-
nation.

Test Development

Test development should generally begin with the
delineation of what you will expect students to know
at various points in the course. Having first defined the
scope of the test, next decide what kind of test will
best measure student progress. The nature of the sub-
jectand the personal teaching philosophy of the course
instructor will usually determine which format will work
best.

If the course has focused on facts, data, and pro-
cedures that the student will need to recall, then an
objective test will probably be most appropriate. On
the other hand, if your students have been organizing,
synthesizing, and applying knowledge in class on a
regular basis, then perhaps an essay test, problem-
solving project, or written assignment will be a more
suitable test.
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Format

To decide upon a format, it may be helpful to write
down all the topics you wish to test under each course
objective and then classify the topics according to im-
portance. Next, outline the questions you want to ask
on each topic, keeping in mind that the more impor-
tant topics deserve the most attention. Beside each
question, indicate whether it will require the students
to recall facts, understand or explain a concept, or
apply knowledge. Your choice of an exam format
should be based on the learning outcomes you want
to test. Listed below are some possible exam formats.
You can combine several of these to create a well-
balanced test.

*Essay tests give students a chance to orga-
nize, evaluate, and think, and therefore often are very
effective for measuring how well students have learned.
They are, unfortunately, the most difficult and time con-
suming to grade. Itisa good idea to establish the cri-
teria for grading an essay or discussion question ahead
of time to insure that the test question is written clearly,
and to insure that students understand what kind of
answers are expected.

*Short Answer questions allow for greater
specificity in testing while still providing some oppor-
tunity for student creativity. Some short answer ques-
tions test recall, but can be more challenging than mul-
tiple choice, which allows students to recognize cor-
rectanswers. Depending upon construction, other short
answer questions test students’ analytical skill, and can
test more material than an essay test. In a typical test
period, most students cannot address more than two
or three essay questions adequately. During the same
period, students can respond to eight or ten short an-
swer questions, which could cover a broader range of
topics. By only allowing a limited space for short an-
swers, students are encouraged to be precise.

*Multiple Choice questions are very versa-
tile and may be especially useful for testing the ability
to interpret diagrams, sketches, tables, graphs, and
related material. These questions are very easy to
grade, and are frequently used in large classes. Unfor-
tunately, it is difficult and time consuming to write good
multiple choice questions. If you are teaching a small
class, you may want to consider less time consuming
test construction. Teachers” manuals, which often ac-
company textbooks, usually contain some multiple
choice questions already prepared.

Each multiple choice question should contain a stem
(consisting of a clear, complete thought or problem,
which may be presented as a sentence, a question, or
a statement missing a few words) and a set of optional
answers. Like the stem, the options should be clear
and concise, and the distractors (incorrect answers)
generally should include common misperceptions, true
statements that are in the wrong context for the ques-
tion, and incorrect answers that might sound plausible
to naive students. Write out three to five optional an-
swers per question, and hide the correct answer ran-
domly among the distractors. Write options that are
nearly equal in length and style. Make certain that there
are no verb tense changes and that subject and verb
agree from the stem to the options. Try not to use “all
of the above” or “none of the above™ answers, as these
tend to confuse and frustrate students.

» Completion questions test for recall of key
terms and concepts. These questions usually consist
of sentences in which one or more key words have
been left blank for students to complete. Make sure
that all completion question blanks are of the same
length. If the completion blank follows an indefinite
article, make sure to write “a/an.” Since completion
questions that merely copy glossary terms do not as-
sess higher level thinking skills, it is advisable to create
original statements that will test a student’s ability to
apply key terms.

*Matching questions are useful for testing rec-
ognition of the relationships between pairs of words
or between words and definitions. Matching questions
are usually composed of a list of stems and an equal
or greater list of optional answers to be matched to
the stems. The stems may be complete sentences, defi-
nitions, short phrases, or single words, such as the
name of a major concept, geographical location, or
philosophic or scientific principle. The options may be
single words or definitions. All options and stems
should be of the same length. Supply enough answer
choices so that students cannot simply guess by pro-
cess of elimination. Matching questions are more ef-
fective when used in sets of at least five to ten related
items.

*True-False questions are easy to write and
grade, but are not recommended as a dependable
means for measuring student learning, except for test-
ing factual recall. If you choose to use true-false ques-
tions, avoid creating double negatives, and avoid am-
biguity in your statements.
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Test Administration

Testing is a tense time for most students, and any
effort you can extend to make the process run smoothly
and minimize interruptions will generally be reflected
in improved student morale and performance. Have
your exams copied, collated, and ready to be distrib-
uted well before class begins. Make extra copies. Write
announcements, corrections, or further announcements
on the board, and make certain that you let your stu-
dents know ahead of time that you will be doing this.
You may wish to write the time remaining on the board
in fifteen minute increments. If the test is well-written,
provides clear, adequate instructions, and is ready to
distribute the moment the test period starts, students
will be less anxious.

GRADING

Grades provide the triple-crown of assessment at
the end of any unit or school term. You can measure
how well a student is learning as well as how effec-
tively you are teaching the material, and you can pro-
vide valuable feedback to students. Because grades
are used to determine entrance into programs and as
criteria for scholarship qualification, grades can pro-
duce anxiety in most students, and the fear of a bad
grade caneven inhibit learning from taking place. While
you cannot prevent all grade anxiety, here are some
helpful suggestions to reduce it in your class:

sLet your students know what is expected of them
from the start of the course. Ideally, you should
create a grading plan at the same time you plan the
course. While you are preparing a syllabus, decide
how you will evaluate student learning, how the stu-
dents’ work should be graded, and how much each
test, paper, or assignment will count towards the
final grade. This is also the best time to decide how
you will handle late assignments. Spell out your grad-
ing plan inthe syllabus.

*Check to see that all graded assignments (tests,

papers, quizzes, etc.) are well-written, balanced,
and clear.

Devise fair and reasonable grading procedures that

will be applied equally to all students.

*Provide ample feedback to your students, so that

they understand why points were taken off and how

they can prepare answers for later assignments.

Grade Distribution

Grades are usually determined by comparison of
student performance with absolute standards, the per-
formance of other students, or a combination of the
two. Sometimes even the most experienced teacher
establishes unrealistic standards and/or writes a poorly
constructed test. In these cases, grading needs to be
tempered with relative interpretations of student per-
formance. Graphs or charts of grade distributions make
it easier for you to see how good your evaluation
method was. Uneven or badly skewed distributions
suggest a poor testing method.

University Grading Policy

Policies may vary from department to department,
but The University of Georgia prescribes a uniform
grading scale and letter grade symbols for assigning
final student grades. Beginning in the 2006-7 school
year, the university will assign pluses and minuses to
the grading system. For more detailed information, see
page 38 or contact your departmental supervisor or
graduate coordinator.

Grading Objective Tests

These tests usually take longer to create, but are
the easiest and quickest to grade. Prepare an answer
key, with point values assigned to each answer, be-
fore you begin to grade. It is a good practice to check
each question before grading to see if more than one
answer is acceptable. If in the process of grading pa-
pers you discover that an inordinately large number of
students performs poorly on a particular question, ex-
amine the question carefully. Was it unclear? Poorly
worded? If you determine that the question is unsuit-
able, eliminate it from the test.

Grading Essay Tests

These tests take considerably longer to grade, thus
itisall the more important to prepare a model answer
or content outline with point values assigned before
you begin to grade. You want to strive for consistency
in grading, which is sometimes best achieved by grad-
ing question by question, rather than student by stu-
dent. Grading essays requires much subjective judg-
ment, and your judgment can become clouded by
grading for hours on end. If you tire, you’re more likely
to be less careful with your grading. Stop grading when
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you get fatigued. Take a break. When you resume
grading, read over the last few essays you had marked
to make sure that you were fair. Essay and discussion
tests provide an excellent opportunity for feedback
through marginal comments, recommendations for fur-
ther study, and via posing alternate points of view. While
some students are primarily interested in their grade,
others might become discouraged if they have points
taken off and do not understand why. Students benefit
best from feedback that makes at least one positive
commentand is as constructive as possible.

Returning Tests and Papers

To maximize the educational benefits of a test,
grade itand return it to your students as soon as pos-
sible. Discuss the test in class. If the testis still fresh on
their minds, your comments will more likely resonate
with the students and help them prepare for subse-
quent tests. Post-test class discussions may bring new
ideas or alternative answers to light that will challenge
some of your grading key. Be flexible. Students will
appreciate your willingness to award credit for ac-
ceptable alternative answers, as well as your respect
for their individual scholastic activity.

To protect students’ right to privacy do not post
grades where an individual student’s performance may
be recognized by others.

Contesting a Grade

Occasionally, a student will contest a grade. It’s
important to give a student a courteous hearing. You
may have calculated the grade incorrectly, or not de-
ciphered a student’s writing. Some professors insti-
tute a 24-hour cooling off period before challenging a
grade. Other professors require that a student put down
inwriting their grade complaint and why they feel that
they should receive more credit. Still other professors
offer to regrade a paper, but reserve the right to lower
agrade as well as to raise it. If the grade stands after
meeting with a student, explain to the student how the
grade fits into the grading policies you have estab-
lished. It might be helpful here to provide the student
with examples of model answers to tests or sample
paragraphs from A, B, and C papers. If a student feels
ateacher has graded his or her work unfairly or has
unfair grading practices, the student may consider ini-
tiating a grievance through the Office of Judicial Pro-
grams.

PAPERS

Besides tests and exams--papers, projects, and
presentations provide students excellent opportunities
to demonstrate their learning and investment in a
course, often in a creative way. Students generally
enjoy these assignments as long as they come with
clear guidelines.

Writing Assignments

For many first-year students, a writing assignment
may be an intimidating new exercise. Make your as-
signment clear. When you assign topics, word them
clearly and succinctly. If the students choose their own
topics, you will need to establish sufficient guidelines
to make sure the papers will relate to the overall course
objectives. Provide a handout that lists the assignment
due date, the penalty for late papers and write a para-
graph onyour grading criteria. Remind students of the
university policy on plagiarism.Generally, the more
thorough your planning at the assignment stage, the
more beneficial a writing assignment will be for your
students.

Some written assignments may require students to
use only the materials covered in the course. This type
of assignment works well with first-year students or
students in introductory survey courses and helps stu-
dents organize course material and think independently.
First-year students also appreciate being able to
choose from a list of possible paper topics. Research
papers, which will require the students to do indepen-
dent reading in addition to the course materials, is more
commonly assigned in upper-level courses. Advanced-
level students often prefer the freedom of choosing
their own assignment topic. Make sure that you pro-
vide ample instruction on how to choose a good topic.
A few suggestions for the writing assignment:

emake samples of previous students’ work
available.

*break the assignment down into stages with
several due dates for the topic, outline, draft,
revision, and final project.

Writing Problems

If you are a teaching assistant in a subject such as
language or literature, you will be acutely aware of the
common writing problems that students face and are
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probably uniquely qualified to provide guidance. Oth-
erwise, your sensitivity to your students’ needs in this
area may be dependent entirely upon your own recall
of the mechanical and organizational problems and the
writing anxiety you encountered with your first term
paper. The following information may be useful to you
as you attempt to help students.

Mechanical Problems

Punctuation, spelling, and grammar are the most
common mechanical problems. Unless the course ob-
Jectives specifically provide for developing writing pro-
ficiency, your grading of written assignments will be
based primarily on content and mastery of the mate-
rial. Effective communication is an essential factor in
any subject, however, and helping students learn to
communicate is an important part of every teacher’s
responsibility. Since errors in punctuation, spelling, or
grammar may seriously affect the meaning of an essay
and will detract from the credibility of the writer in the
mind of a discerning reader, it should be made clear to
the students that mechanical errors will adversely af-
fect their grades.

Organizational Problems

Organizational difficulties may also be a serious
problem, even for those students possessing a perfect
command of spelling, punctuation, and grammar. Prob-
lems in organization may be dealt with more easily at
the time you give an assignment by clarifying your ex-
pectations regarding organization and content. It may
be helpful to prepare a brief handout including sug-
gestions as to the type of information that should be
included in the introduction, how the body of the es-
say could be constructed, and how to develop a mean-
ingful conclusion. Examples of well-written papers from
your discipline may also help your students to grasp
the characteristics of good organization.

Preventing Problems

Devoting a part of a class period to a discussion of
composition and having the students review their pa-
pers with you at various stages of completion may also
forestall major problems. No matter how important
students’ ideas may be, they can be rendered invalid
by careless, incoherent writing. Anything you can do
to help your students to express themselves more

clearly will constitute a major contribution to their edu-
cation. Because of time constraints, you may be un-
able to deal with all writing problems. You may wish
to refer your students to other campus resources for
assistance. The Department of English maintains the
Writing Center, which can be reached at (706)-542-
2119. The University Libraries offers a variety of in-
structional services, ranging from orientation in library
usage to term paper workshops.

Having to submit one’s ideas to another for criti-
cism can be an intimidating experience for even the
most capable student. Make every effort you can to
reassure your students that you will approach evalua-
tion of their writing from a positive perspective. Expe-
rienced educators advise that it is also extremely im-
portant for students to understand that criticism of a
paper should not be misconstrued as criticism of the
person who wrote it, but rather as helpful suggestions
for further improvement.

Grading Papers
Because of the more subjective nature of grading
term papers, it is crucial to decide what your criteria
for grading will be. Communicate those expectations
to your students early and often! If possible, show
students a sample grading rubric.
Schedule plenty of time to grade the papers. Few
experiences can be more disappointing to serious stu-
dents who have done their best than to have a paper
returned with a cursory evaluation such as “great pa-
per-A” or “more detail needed-B.” Likewise, few
experiences can be as difficult for a conscientious
teacher as trying to give a large number of papers a
fair reading while facing an immediate deadline. Lim-
ited time need not prohibit a meaningful response to
student papers, however, if you will remember the fol-
lowing suggestions.
*Check or underline the most cogent
comments and the more shallow points or
erroneous information as you read the paper.
After completing your read, write a few brief
marginal comments complementing the strong
points and correcting errors.
*Make recommendations for further thought.
eInclude any comprehensive evaluative com-
ments at the end of the paper.

Generally, papers are graded on three criteria:
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content, organization, and presentation. It is often help-
ful to a students’ future if you will make constructive
comments regarding each of these three areas.

Finally, as was the case with essay grading, fight
the tendency to become more callous or less discern-
ing as you approach the bottom of the stack of pa-
pers. If you get tired or bored, take a break. Grading
written assignments requires time, work, and good
judgment. With careful attention to the need to sched-
ule ample time for reading and grading your students’
work, you should be able to give each paper a fair
evaluation.

FOSTERINGACADEMIC HONESTY

The University of Georgia expects the highest de-
gree of honesty and integrity of all students in every
aspect of their academic careers. Consequently, the
University has developed stringent regulations regard-
ing academic honesty. All members of the academic
community--student, teaching assistant, and profes-
sor alike--are expected to share in their responsibility
for upholding these regulations. The regulations are
reproduced in the Student Handbook. The
University’s policies and regulations on academic hon-
esty have also been stated in clear, easy to understand
terms in A Culture of Honesty: Policies and Proce-
dures on Academic Honesty, which is available
through Academic Affairs Office in the Old College
Building. Itisalso available on the web at:

www.uga.edu/~ovpi/honesty/ah.pdf.
You are encouraged to distribute a copy to each stu-
dentand clearly explain the University’s regulations
on academic honesty at the beginning of each semester.

Cheating is an ever-present problem. In Teaching
Tips, McKeachie suggests several preventative mea-
sures.

*Reduce the pressure on your students. Provide a

number of opportunities for them to demonstrate

their progress--more than one exam grade.

oLet students develop class norms that support hon-

esty. Many students would rather not cheat but feel

threatened if they think that others are succeeding
at cheating and are getting better grades.

McKeachie frequently allows his students to vote

beforehand on whether a test will be conducted on

the honor system. Unless the vote is unanimous, the

the test is proctored. The majority of McKeachie’s
classes vote against the honor system, and he con-
cludes, the stress that leads students to cheat is re-
duced when atest is proctored and administered well.

Copying another student’s paper is one of the most
prevalent forms of cheating. To prevent this situation,
McKeachie suggests using alternate seating patterns if
classroom space permits; otherwise, alternate test
forms may be used. If copying is suspected, however,
itis advisable to proceed with caution. For instance,
what at first appears to be wandering eyes may actu-
ally be the vacant stare of a thoughtful student. Also,
students who have studied together may give similar
answers to a question. Consequently, what appears at
first to be cheating may not be at all. If cheating is
obvious, however, corrective action should be taken,
but such a serious charge against a student or students
should be made with discretion and only on the basis
of substantial evidence.

Cheating can be very destructive to student mo-
rale. Itis essential that you make clear to your stu-
dents the importance of academic honesty and ex-
plain what is expected of them regarding the taking of
tests, the preparation of original papers, and so forth.
Special care also should be taken to guard the secu-
rity of your tests and examinations. Some feel that
cheating is common in colleges because of the heavy
emphasis on grades. Evidence that a teacher cares
enough to try to prevent cheating can be one of the
most effective deterrents to academic dishonesty.

The University of Georgia has a clear protocol if a
teacher believes a student may have violated the
University’s academic policy. Reports may be made
by calling (706)-542-4336 or contacting the coordi-
nator for academic honesty through the website of the
vice president for instruction:

www.uga.edu/ovpi/honesty/ahf.ntm

Notify the coordinator of academic honesty and
provide the student’s name and the course name and
number. Do not confront the student; he or she will be
contacted by the coordinator by e-mail. You and the
student will then meet with a trained facilitator inan
educational discussion about what occurred. If a reso-
lution is not found in the one-hour mediation session,
then the matter will move forward to a panel for con-
tinued discussion. At this level, the panel will deter-
mine the outcome of the matter.
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STUDENT-TEACHER INTERACTIONS

International Teaching Assistants
Special Teaching Situations
Student-Teacher Conflicts

When you ask a graduate teaching assistant what
the best part of teaching is, many are sure to respond
that they enjoy some aspect of the teacher-student
relationship. Whether it’s meeting one-on-one with a
student who is considering a major, or the rush that
comes from seeing a classroom engaged in a lecture
or discussion, these positive interactions with students
re-affirm our decision to prepare for teaching and
scholarship. Previous sections have already addressed
ways in which you can establish positive interactions
with your students, via email, office hours, well-pre-
pared class meetings, and prompt testing feedback.
This section addresses other special teaching situa-
tions, suggests ways to prevent classroom conflict, and
provides strategies to ameliorate any conflict that may
occur.

INTERNATIONAL TEACHING ASSISTANTS

In addition to expertise in their fields, international
teaching assistants add a valuable international dimen-
sion to the University’s instructional program. Because
of the support provided by their departments, most
new non-native teaching assistants adjust to their in-
structional role without undue difficulties. However,
experienced international teaching assistants have in-
dicated several problem areas that warrant careful at-
tention. These problems and some practical sugges-
tions for dealing with them are discussed below.

Student Expectations
Instructional expectations differ widely from coun-
try to country. Formal student-teacher relations may

be the norm in some nations, but this is usually not
common in the United States. Over the past two de-
cades, a trend toward a more student-centered cur-
ricula, civil rights legislation, and court decisions have
fostered an egalitarian ideal among youth in the United
States. Informality is an accepted standard in dress,
speech, and interpersonal relations; consequently, your
students may address you with an honorific title such
as Mr., Ms., or Dr., but otherwise approach you much
as they would another student. In some departments,
teaching assistants are addressed by their first name.

This egalitarian attitude does not indicate disrespect;
rather, such a relaxed atmosphere generally indicates
acceptance. Conversely, a teacher’s reserve and for-
mality in interpersonal relationships is often perceived
as either an expression of condescension toward stu-
dents or as a lack of self-confidence. Most UGA stu-
dents consider themselves to be in an educational part-
nership with their teachers, and partners inacommon
enterprise are expected to be open and honest in their
dealings with each other.

Teacher Interest

Student learning is the goal for both parties in an
educational partnership, so you are justified in expecting
your students to do their best in the course. They are
justified in expecting you to be sincerely interested in
their individual academic problems and progress. If
your students realize that you are a friendly, under-
standing person who is aware of their needs and inter-
ests, they will feel much more confident in approach-
ing you for clarification of communication problems.
Frequent announcement of your willingness to meet
with students during your office hours will reassure
them of your accessibility. Likewise, arriving a few
minutes early for classes will provide an informal op-
portunity to get acquainted with your students.
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Mutual Respect

As the teacher, you are expected to be knowledge-
able about your subject, but your students also recog-
nize that you are human. Therefore, if they raise any
question you cannot answer, they will respect an hon-
est admission of your lack of knowledge. They still
expect an answer, and the answer should be obtained
and shared with the class as soon as possible. If such
events occur too often, however, more thorough
teacher preparation is necessary to maintain student
confidence in your mastery of the subject.

Students will also appreciate your being understand-
ing and helpful with regard to their occasional intellec-
tual shortcomings. If they cannot answer a question,
they do not like to be humiliated in front of their peers;
but neither do they expect you to tolerate such fla-
grant student irresponsibility. Consequently, a balance
of tact and firmness is the key to effective manage-
ment of most classroom situations.

Generally, most students like to know how well
they are doing as the course progresses, and any con-
structive criticism you may offer a student will usually
be accepted as evidence of your interest in his or her
personal progress. In most cases, such feedback is
best offered on an individual basis rather than in a class-
room situation. Such consideration for your students
as individuals will greatly enhance their appreciation
of you as a person. This sort of acceptance of the
teacher is often as important to the learning process as
respect for a teacher’s expertise.

Academic Standards

In the United States, heavy emphasis is placed on
social and personal development in the curricula of
many secondary schools. First-year students in this
country may not be as well trained in specific disci-
plines as are students in countries where discipline-
centered curricula prevail. In addition, there are no
qualifying examinations for entrance into introductory
courses at the University of Georgia. Therefore, stu-
dent abilities generally vary considerably within most
classes.

Also, while some nations provide for the routine
screening of students to select the most capable as
candidates for higher education, a goal in the United
States has traditionally been to provide as much for-
mal education as possible for everyone.

National testing standards exist for the purposes of
student guidance and scholarship awards, but there
are no national standards for college entrance. Gener-
ally, any person who has a high school diploma or
equivalentand who can arrange to pay the tuition can
seek a college education at some institution in the
United States. Enrollment in a specific college or uni-
versity depends on the space limitations and indepen-
dent admissions standards of that institution. At the
University of Georgia, the adminssions requirements
are designed to insure that only those students who
have the ability to pursue an education at the univer-
sity are admitted.

Student Motivation

In the United States, it is increasingly true that a
college education is a routine expectation rather than
a unique opportunity. For some, a college degree still
represents an opportunity for social and economic
advancement; for others, a degree represents merely
maintaining established standards. Some of your stu-
dents will therefore be eager for knowledge and give
your course their best; whereas others may enroll in
the course only because it is required. Experienced
educators recommend teaching to the average ability
level of those students who exhibit an interest in the
subject.

An International Perspective

Most students believe that anything worth learning
is useful for understanding the world around them.
Therefore, if you can relate the course content to their
needs, interests, or opportunities, you can foster learn-
ing. Your own cultural background and professional
experiences should be a source of information and
examples of that will add interest to your teaching.

Student Behavior

Attimes, students reflect a challenging attitude that
can be very disconcerting to teachers unaccustomed
to informal teacher-student relationships. In this coun-
try, persons presenting themselves as authorities, spe-
cialists, or experts on a subject are generally expected
to be willing and able to stand up to challenge on that
subject; therefore, a student’s questioning of informa-
tion usually represents a sincere desire to better un-
derstand that information rather than a personal
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attack on the teacher.

The freedom to challenge authority, which isa prod-
uct of the egalitarian attitude discussed earlier, can be
an asset to a teacher’s effort to help students learn to
think for themselves. If an authority, concept, or prin-
ciple can stand up to challenge, the challenger is gen-
erally convinced of its worth. A student’s “prove-it-
to-me” attitude actually represents a potent opportu-
nity for learning.

In contrast to student assertiveness, student reserve
seldom enhances learning. Although a lack of partici-
pation may occasionally represent a lack of student
interest, itis more likely a result of uncertainty. Just as
you may feel uneasy about facing a class of “Ameri-
can students,” some of your students may be equally
intimidated by the presence of a “foreign teacher.”
Consequently, what may initially appear to be disin-
terest or aloofness may actually be a lack of confi-
dence.

The problem described above may be com-
pounded by the diversity of cultural and ethnic back-
grounds represented in many classes. For a student
already experiencing difficulty with the English language
in general, a teacher with an unfamiliar accent may
represent a double threat. Learning to recognize and
overcome problems such as these early inacourse is
one of the most important responsibilities you will face
as ateacher. Experienced non-native teachers can be
an excellent source of ideas for handling such matters.
Your departmental supervisor and/or graduate coor-
dinator, who has probably encountered similar situa-
tions in working with other international teaching as-
sistants, is an invaluable source of assistance.

Language Differences

Your department’s appointment of you as a teach-
ing assistantship implies that you have satisfied the
University’s current standard for competency in spo-
ken English language, but you may still experience con-
siderable communication difficulties with your students,
especially at the beginning of a course. Students right-
fully expect clarity and precision in classroom com-
munications.

Whatever the nature of communication difficulties,
it is the teacher’s responsibility to make the extra ef-
fort required to be clearly understood. If for any rea-
son you suspect problems with your competency of

English, you should take immediate corrective action.
Whatever your proficiency in spoken English, there
are several precautions you may take to insure that
your students can understand you in the classroom.
First of all, an open discussion of this issue on the first
day of class will prevent student uncertainty and will
help create an atmosphere in which students will feel
free to seek clarification whenever it is needed. Using
written handouts of assignments, lab instructions, or
key points of lectures for the first few days will enable
your students to receive essential information while
becoming accustomed to your teaching. Writing new
terms on the board as you introduce them will make
sure that students understand the terms while provid-
ing them a chance to hear how you pronounce the
words.

It is always good practice to face the class while
you speak. Any problems your students have com-
prehending what you say will be magnified if you at-
tempt to speak and write on the board at the same
time. If you wait until you finish writing to elaborate,
your students will have a chance to read the informa-
tion and then listen to you discuss it. Also, the use of
questioning techniques or discussion teaching meth-
ods will help you to make double sure that the stu-
dents clearly understand you.

Careful application of the ideas discussed above
should result in the quick resolution of any problems
relating to your use of English as a second language.
Should problems persist beyond a few days, how-
ever, you should seek help at the Center for Teaching
and Learning (706)-542-1355.

SPECIALTEACHING SITUATIONS

Students with Disabilities

On the University of Georgia campus, there are a
number of students with a variety of physical and learn-
ing disabilities. Working with such students provides
you the opportunity to make the learning environment
more effective; you will become a better teacher for
all students by increasing the variety of your instruc-
tional approaches. The University of Georgia adheres
toapolicy of equal educational opportunity for all stu-
dents with disabilities as provided by federal regula-
tions. The Office of Disability Services (706)-542-
8719 supplies transportation and other services for
students with disabilities.
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Learning disabilities, which are officially listed as a
handicap covered by federal regulations, are not al-
ways obvious to the teacher. In some cases, students
may have learning disabilities of which they are not
even aware. The Office of Disability Services advises
that a learning disability may be suspected when there
is a consistently inordinate discrepancy between a
student’s ability and performance. Additional informa-
tion concerning the nature of learning disabilities or
other disabilities is available from Disability Services,
an affiliate of the University’s Division of Student Af-
fairs (706)-542-87109.

Notification of Special Needs

Whenever possible, Disability Services will give
instructors advance notice of a student’s special needs.
In most cases, you will have time to make any
accomodations before your class begins. In some in-
stances, however, you will have to assess the situation
and initiate the necessary arrangements on the spot.
The University’s provisions for assisting students with
disabilities are thorough and effective, and chances are,
you will not encounter any problems. If you do run
into difficulties, however, contact your graduate coor-
dinator and Disability Services immediately, and they
will gladly assist you.

Disability Services can provide a student with ac-
cess to the educational site as well as some opera-
tional assistance in the classroom; but as with any other
student, the ultimate learning success of a student with
disabilities is directly dependent upon effective stu-
dent-teacher interaction. Despite the best efforts of all
concerned, feelings of discomfort or awkwardness
toward a student can cause problems. The following
information and suggestions will help to alleviate any
concerns you may have.

Effective Student-Teacher Communication
Students with disabilities are as diverse as any other
group of UGA students. They are bright, talented, mo-
tivated, positive, enthusiastic, goal-oriented, and aca-
demically prepared. It is important to remember to
focus on a student’s individuality rather than on the
student’s disability. Get to know your student, discuss
the student’s concerns openly on a personal basis and
turn your attention to the accomodation of his or her
learning needs. The more quickly you can establish

open channels of communication, the better. Once you
get to know the student, it is likely that any feelings of
pity or awkwardness you originally felt for them will
be replaced with respect and appreciation for the
individual’s determination and resourcefulness.

Positive recognition and acceptance of a student’s
disability are essential first steps to establishing effec-
tive student-teacher communications. A disability isa
personal matter and should be treated as such. On the
other hand, do not ignore a student’s disability or pre-
tend that it does not exist, as this can cause problems.
Given acceptance and reasonable accommodations,
students with disabilities can realize their learning po-
tential as well as other students.

Reasonable Accommodation
Reasonable accommaodation indicates flexibility in
adjusting the educational environment and instructional
methodology to the student’s needs. While students
with disabilities, instructors, and Disability Services
share a collective responsibility to settle on reason-
able accommaodations, listed below are some sugges-
tions of ways that you can design and run your class to
help students with disabilities achieve academic suc-
cess.
*Students with hearing impairments can be accom-
modated with an alternate source of information,
such as copies of the lecture notes or a transcript of
the audiovisual presentation. Many students with
auditory disabilities read lips; therefore, face a stu-
dent with a hearing impairment when speaking. If
you have a beard, it may partially mask your lip
movements. Be careful to speak slowly and care-
fully, but don’t exaggerate or overemphasize lip
movements. Also, be sure that the student is located
where she or he can clearly see you, the board, and
any other instructional equipment. Try to avoid stand-
ing in front of windows or other sources of light. The
glare from behind you makes it difficult to read lips
and other facial expressions.
+Students with visual impairments will need special
arrangements to receive information presented in
charts, diagrams, handouts and displays. If you have
any students who will need the reading assignments
onaudiotape or in Braille, itis always helpful to have
your syllabus completed a month in advance and
available for Disability Services to access.
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Students with a mobility impairment will need access
to the classroom and will need to make special ar-
rangements before field trips. In the event that your
classroom is inaccessible to a particular student, con-
tact Disability Services.

«Students with learning disabilities may require unique
accomodations for notetaking and/or testing. Your syl-
labus should include a disability and health-related
statement. Review the statement with your students
on the first day of class. Students who will need to
receive academic accomodations should register with
Disability Services at (706) 542-8719 or initiate their
request online at www.drc.uga.edu.

Academic Standards

Itis extremely important to recognize that reason-
able accomodation does not imply a lowering of aca-
demic standards for students with disabilities. With
reasonable accommaodation, students with disabilities
generally expect to be evaluated by the academic stan-
dard of the course. To lower these standards would
be demeaning to their personal determination, dignity,
and achievement. Such action could also create seri-
ous problems of resentment among the other students
if they suspect that a classmate is being given unfair
advantages. Likewise, in addition to making the stu-
dent with disabilities feel coddled or otherwise treated
as less than a responsible class member, an instructor’s
overly solicitous attitude will often magnify the feelings
of awkwardness among the other students. After rea-
sonable accomodation has been provided, itis in the
best interests of a student with disabilities and the class
in general to extend to that student the same sort of
acceptance, respect, and expectations accorded the
other class members.

Teacher Awareness

Finally, remember that all disabilities are not vis-
ible, so encourage all of your students to let you know
if they have learning disabilities or other challenges that
may need accommaodation. For instance, students with
lung disorders or allergies might be seriously affected
by perfumes or dust from lab experiments. Physical
stamina may be a problem for some disable people
and should be considered when planning extended
work sessions and field trips.

Many problems for students with disabilities can
be overcome with simple, common sense accommo-
dations. For the most part, your instructional accom-
modations for students with disabilities will benefit your
entire class.

GAY, LESBIAN, AND BISEXUAL STUDENTS

All students vary greatly in their individuality. These
recommendations, adapted from Lopez and Chismin
their article “Classroom Concerns of Gay and Les-
bian Students: The Invisible Minority,” provide some
thoughtful suggestions on how to improve your stu-
dent-teacher interactions.

*Recognize that itis very likely that you do teach GLB
(0ay, lesbian, and bisexual) students. The students may
or may not make their presence known, but they are
there.
*Understand that many GLB students are in the pro-
cess of coming out to themselves and others during
their college years. There is likely to be stress asso-
ciated with this period, and it may affect their aca-
demic work.
*Students will vary as to what kind of support they
will want and need as they come out. Regardless of
the sexual identity of the instructor, you can present
yourself as a gay-affirming person, and let students
seek out certain instructors as they choose.
Students will make their decisions to identify as
gay, lesbian or bisexual only under conditions that
appear safe and comforable to them. Because they
often experience the campus climate as hostile or
threatening to their physical well-being, instructors
should not put them on the spot or urge them to
disclose if students do not judge it wise.
*GLB students may sometimes feel they have to
devote time to the quest for equal rights. Teachers
recognize that they may feel torn between these re-
sponsibilities and their academic work.
Students have strong preferences for terms used
by people outside the gay and lesbian community.
The students in the Lopez and Chism study pre-
ferred lesbian women and gay men to the term
homosexual. They did not seem completely pleased
with either the term sexual orientation or sexual
preference: a better, but not perfect alternative
would be sexual identity.
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Teachers should try to create safe environments for
students so that they can view classrooms as places
where they do not have to be fearful. Although stu-
dents do not want teachers to repress others’ free-
dom of expression, they expect them to take strong
action if homophobic remarks are made. If teachers
avoid issues, students are likely to take it as a sign of
complicity.

*GLB students judge professors’ attitudes by the
language they use, their responses to situations that
come up in class, their inclusiveness in course con-
tent decisions, and by the way in which they respond
to student work on lesbian and gay topics.
*Students feel that professors have a responsibility
as scholars and teachers to educate themselves on
gay and lesbian issues and to include pertinent ma-
terial in their courses.

Teachers should encourage students--whether gay,
leshian, bisexual, or heterosexual--to pursue gay and
lesbian topics in their independent work, such as
papers or presentations. They should try to give fair
and honest criticism to student work and avoid be-
ing threatened by or minimizing topics with which
they are unfamiliar.

STUDENT-TEACHER CONFLICTS

Problems between students and faculty are rela-
tively rare in the positive educational environment that
prevails at the University of Georgia, but such con-
flicts do arise. For instance, academic dishonesty may
generate disciplinary problems, overly assertive stu-
dents may inadvertently create disruptive classroom
situations, or troubled students may become problem
students because of their need for counseling. Teach-
ing and learning occur in a dynamic, volatile setting in
which tensions of amoment may create misunderstand-
ing and trigger charges of poor instruction, grading in-
equalities, harassment, or prejudicial treatment. Ad-
herence to established University policies and proce-
duresis essential in trying to prevent problems of these
kinds and in dealing with them when they do arise.

Avoiding Student-Teacher Problems
Student-teacher problems can generally be classi-

fied in two categories: those of an academic nature

and those of a disruptive nature. Many academic

problems can be prevented simply by developing a
thorough syllabus and sticking to it. In addition to the
routine information, such as course content and sched-
ule, required textbooks and outside assignments, the
syllabus should contain a clear statement of the stan-
dards you will impose regarding such matters as at-
tendance, grading, and academic honesty. Your stu-
dents have a right to know from the start why you feel
these matters are important to the quality of their edu-
cation.

Information and Communication

Cheating, plagiarism, and disorderly conduct are
terms which are not difficult for students to understand,
butitis very important that their interpretations of these
terms coincide with yours. It is vitally important that
your understanding and application of these terms be
consistent with established University policies. Infor-
mation regarding the University’s position on student
rights and responsibilities is included in the University
of Georgia Student Handbook, which is published
annually by the Office of the Vice President for Stu-
dent Affairs. Information regarding the University’s
policy on academic honesty may be obtained for dis-
tribution to students from Academic Affairs (see page
28). You are encouraged to review copies with your
students at the beginning of each semester.

Confrontation and Resolution

Certain problems, such as concern over an exam
grade or the relevance of an assignment, can often be
resolved by discussing the matter with the individual.
If a confrontation occurs in a public place, it is gener-
ally advisable to attempt to move the discussionto a
more appropriate setting, such as your office. If it ap-
pears that you may not be able to resolve the issue in
a satisfactory manner or if it seems that the problem
may escalate into an inflammatory conflict, confer with
your graduate coordinator or department head as soon
as possible regarding further action.

Resources and Action

In the event of more serious problems, it may be
necessary to take immediate action of a more direct
nature. For instance, in cases of suspected academic
dishonesty, you may wish to contat Academic Affairs
for advice or assistance. In cases of suspected drug
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abuse or emotional disturbance, you may wish to con-
tact the University Health Center at (706)-542-1162
or Counseling and Psychological Services at (706)-
542-2273. In the event of violence or illegal activity of
any sort, call the University Police immediately at (706)-
542-2200. Inform your department head of any such
action as soon as possible and immediately record any
pertinent factual information for your possible further
use.

Planning and Prevention

To minimize the possibility of personal liability and
to protect the students’ rights, avoid any judgmental
statements, accusations, or public remarks, written or
verbal, regarding a problem to anyone other than offi-
cials who have a legitimate need to know. In addition
to your faculty supervisor and department head, the
appropriate University officials have a legitimate need
to be fully informed of such matters. These agencies
employ trained personnel with experience in handling
such problems to the best interests of all involved, and
their operations function to release the teaching staff
to focus upon the primary responsibility of helping stu-
dents learn.

Consequently, it is in your best interest to be in-
formed about and immediately handle any serious
problems through appropriate channels. These mea-
sures will establish your actions as a matter of record
and may open avenues of advice and assistance re-
garding questions of student rights, teacher responsi-
bility, and/or liability for further actions. Meanwhile, to
minimize the possibility of problems, familiarize your-
selfwith all applicable policies relating to students’ rights
to privacy, equal opportunity, and so forth.

Accusations of Sexual Harassment
and/or Prejudicial Treatment

Atauniversity, the teacher dons many differ-
ent hats. On any given day, an instructor might serve
asan intellectual guide, counselor, mentor, and advi-
sor. Teachers wield a tremendous influence in their stu-
dents’ lives, and their authority extends well beyond
the confines of the classroom. As such, the University
of Georgia believes that a sexual or romantic relation-
ship between a teacher and a student, even where
consensual, is not compatible with the other roles a
teacher must play, and therefore should be avoided.

The University prohibits these relationships. Ac-
cusations of sexual harassment and/or of prejudicial
treatment probably rank among the most difficult prob-
lems a teacher may encounter. These are certainly se-
rious matters if the charges are warranted, and they
also can cause great concern for the teacher who may
be falsely accused. As with other problems, itis very
important to remember that the University has estab-
lished policies and procedures for handling inflamma-
tory matters and the more quickly you can get a seri-
ous problem into official channels, the better. If you
should encounter difficulties, however, remember these
suggestions: keep calm and act promptly to move the
matter into proper channels, act in good faith atall times,
and defend yourself through the established channels.

Order in the Classroom

In the classroom, order is generally the rule when
teacher and student are engaged in meaningful learn-
ing activities; therefore, teachers who are well-pre-
pared, receptive to their students’ needs and interests,
and confident of the worth and relevance of the sub-
ject they teach should have little cause for concern

about the classroom atmosphere. Despite the best
preparations, however, some class sessions will fail to
hold all the students’ interest; but this inattentiveness
seldom results in serious problems--unless the teacher
overreacts to the situation.

Student Inattention

In cases of simple student restlessness or inatten-
tiveness, it may be tempting to try to regain student
attention and participation by such methods as ad-
monishing those who are inattentive or reminding them
to pay attention since the material will be on the next
test. But it is generally better to give students the ben-
efit of the doubt and give yourself time to look for
possible causes of the problem. Perhaps the material
you were presenting was too basic or too advanced
for the students, or maybe you needed to involve the
students more or perhaps the class could not see the
relevance of the material to the rest of your course.
Perhaps you simply forgot that it was the Friday be-
fore Homecoming. Whatever the possible cause, itis
important to assess the situation calmly, take what-
ever remedial action may be necessary, and try fora
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better class at the next session. Throughout the course,
your conscientious attempt to involve your students
and to make the material you present interesting, rel-
evant, and comprehensible will greatly increase the
probability of a productive classroom atmosphere.

Student Disruption

In the unlikely event that a student should deliber-
ately or inadvertently disrupt the class, it is especially
important to deal with the matter in a calm, courteous
manner. Report the matter to your graduate coordina-
tor and ask for guidance on any further action. In the
case of persistent unruliness and most certainly in the
case of actual or threatened violence, report the mat-
ter immediately to the University Police at (706)-542-
2200.

You are the teacher in the classroom. Your role as
instructor is to preserve the learning environment. In
addition to protecting any classroom debate from be-
coming an attack on any particular individual, keeping
a cool head in the classroom when challenged pre-
serves your student’s trust and respect in you as
teacher. When possible, look for the teachable mo-
ment in an argument. For example, what is the value in
hearing opposing viewpoints or challenging commonly
held stereotypes? Is there a way to use the content of
the argument to serve your teaching goals? Or is stu-
dent learning best served by defusing the tension and
swiftly refocusing students?

When a discussion between students becomes
more heated than you would like, you can use the fol-
lowing strategies to transform arguments into produc-
tive debate:

*Take a deep breath and try to assess what is hap-
pening. Is a student voicing frustration? Is a stu-
dent enthusiastically expressing a heartfelt opinion?
Avre two students misunderstanding each other?
*Whenever possible, encourage students to dis-
cuss ideas, not individuals in the classroom.

oI a student attacks another student’s idea, ask
that student to restate what he or she thinks the
other student meant. Make sure that the interpre-
tation is accurate and allow both students to clarify
their statements.

*Ask the students to generate all possible evidence
for both sides of a debate as a way of suspending

judgmentand encouraging reflection. Ask students
to find counter examples as well as examples.
Offer to continue a discussion after class or ask
interested students to email you or post their
thoughts to WebCT, if the topic of the argument is
not central to the goals of the class session.

When a student challenges or criticizes you, take
the following steps to stay calm and find some value in
the exchange:

*Again, take a deep breath, and try to understand

the content of the student’s complaint or challenge.

Ignore, for amoment, any rudeness; if you respond

to the content, the student’s attitude and approach

may soften.

*Remain calm and nonjudgmental, no matter how

agitated the student becomes. Your emotional re-

sponse will only become further fuel for the student’s

anger. This is especially true if the student makes a

personal attack.

*Don’t use your authority as a teacher to simply claim

superior knowledge or logic; while in some cases it

may be true, it will almost never convince your stu-
dents, and it discourages their active engagement
with ideas.

*Use evidence when disagreeing with a student and

ask students to provide evidence for their positions.

You may ask other students to evaluate the evidence

that you, or the student provide, if the argument is

related to course content.

*Never get into a power struggle with a student. As

the teacher, you already have the power; any retali-

ation to a student’s provocation is likely to be viewed
as an abuse of power.

eIf astudent is agitated to the point of being unrea-

sonable, ask him or her to carry the grievance to a

higher authority. Do not continue trying to reason

with a student who is highly agitated.

In general, make your response as calm as pos-
sible and avoid making an issue out of asmall incident.
Try to use any conflict in the classroom as an opportu-
nity to further your teaching goals: it may be possible
to use an argument to clarify material, model critical
thinking, skills, foster open-mindedness, and enhance
students’ trust in you.
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CONCLUDING THE COURSE

The last few weeks of any semester are always
hectic. Especially for graduate students still taking
classes, you share your students’ urgency to finish
papers, labwork, reports, and projects. Perhapsyou
will write exams for your students as you prepare for
exams yourself. Then come the inevitable tasks of
evaluating final studentwork, andassigningand report-
ing final grades. Insome cases, classrooms, labs, or
offices must be closed down or prepared for the next
semester or resources returned to departmentsor the
Centerfor Teachingand Learning. Giventheintensity
ofthis part of any semester, it iseasy to overlook the
need for you and your students to evaluate your
teaching performance before the semester and your
students slip away. Aswith any other facet of your
teaching, the responsibilities atthe end of the semester
canbefulfilled moreeasily iftheyare consideredinthe
initial phases of course planning. Much of whatissaid
below isgreatly facilitated by advanced planning be-
fore the semester begins.

EVALUATING STUDENT PERFORMANCE

Balancing Measurementand Judgment

While learning, not final grades, should be the
outcome ofany course, our system requirestheassign-
ing of afinal evaluation inthe form of a letter grade.
Wholistic evaluation of student performance entails
measurementand judgment. Traditional methods of
assessment--such as tests, exercises, assignments,
term papers, lab reports, and final examinations--can
certainly measure student learning, and the more op-
portunitiesthroughout the semester that you provide
studentswith differenttypesofassignments, the better
they will be able to show how muchthey’ve learned.
Student learning may also be judged on evidence of
improved performance, increasingly meaningful con-

tributions to classroom discussions, and other less
empirical assessments.

Whatever your criteriafor evaluation, you should
clearlyarticulate toyour studentsall the factors thatwill
influenceyourfinal evaluation oftheirindividual perfor-
mance, and you must stick to that standard. The best
way to avoid conflict at the end of the semester is to
include a specific grading criteria in your syllabus,
complete with descriptions of assignments, due dates,
and percentage values. As a legal document, your
syllabus is your best resource when determining or
justifyingfinal grades.

Final Examinations

Itis University policy thateach student have the
opportunity to take a final examinationatthe comple-
tion of a full semester of instruction. An official
examination period for each course is therefore
consideredto be an integral part of the class sched-
ule. The dates for final examinations for each semes-
ter, aswell asthe general academic calendar, can be
found at the website for the Office of the Registrar:
www.reg.uga.edu. Thiswebsite isalso where you
will goto post final grades (see “Faculty/Staff Ser-
vices”). Itis important that you know the exam
schedule for the classes that you teach before the
beginning of the semester so that you can include the
latestinformation on your syllabus. Your students
canthen make arrangementswell inadvance in case
thereare any conflicts. The procedure for resolving
student conflicts with the exam schedule can be at:
www.bulletin.uga.edu. The scheduling of class-
room space for exams, however, is done at the
department level. Because final exams are often
scheduled inrooms other than your regular class-
room, find out as early as possible where your
classes’ examinations will be held and remind your
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students foranumber of class sessions leadingup to
the examination date.

Althoughthe University prescribesthe examsched-
ule,the formand contentofthe final examinationis left
tothediscretion ofthe teacher. Typically, awritten test
orwrittenassignmentis used for final examinationsin
introductory undergraduate coursesat The University
of Georgia, butanumber of imaginative, alternative
methods of examination have been employed with
success. Discussion of testing and grading with your
supervisor and other teachers in your department
should generate many interesting ideas for developing
finalexaminations.

Let your students know at the beginning of the
semesterwhatformof final examinationyouplantouse
sothey can prepare accordingly. For instance, if the
exam istobe comprehensive, your studentswill know
that they are responsible for all the material in the
course. Conversely, if you decide that the final exam
willinclude only the topics coveredsince the last test,
they will know that youwishthemto concentrate their
studiesonthosetopicsonly. Likewise, if the examina-
tion istobeawritten objective test, the classwill know
that you feel it is important that they be able to
remember, identify, or recognize essential information.
Ifitistobe anessay, problem-solving exam, or oral
interview, the studentswill knowthat you expectthem
tohaveamore general understandingand command of
the basic conceptsand principles they have learned.
Thecleareryou can make your expectations, the more
likely your studentswill expendtheir energiesin pro-
ductivestudy rather than futile cramming for “anything
the teacher mightthrowatthem.” Alsorememberthat
the form of your final examination should reflect the
learning goals you established for the class and the
learning activities you had them do throughout the
semester.

Ifyoudo notreturn final examsto studentsatthe
conclusionofacourse, keepthemforaminimumofone
semester inorder to provide an opportunity for review
anddiscussion.

Assigning Final Grades

Starting inthe Summer of 2006 and continuing
for three-years of pilot testing, The University of
Georgiawill use letter grades and plus/minus sym-
bols for recording specific course grades. While
teachers of record are notrequired to use the plus/

minus grading system, it provides more grade op-
tionsand isthoughtto encourage student effortas
courses progress. For instance, students withan 85
going intothe final often see little incentive to study-
ing hard, knowing that whether they do their final
work atthe Aor Clevel, the resultwillbeaB. That
same student under the plus/minus system now has
the opportunity to strive fora B+ by trying harder.
The corresponding numerical equivalents of the
grading lettersand symbols to compute grade point
averagesareasfollows:
A=40;A-=37;B+=33;B=3.0;B-=2.7;, C+
= 2.3; C=2.0; C- = 1.7; D=1.0; F=0.0; WF=0.0.
Other grade symbols which are not computed inthe
grade pointaverage include: I, W, S, U, V,and K.

If further information is needed regarding the
University’suniformgrading policy, you should con-
tact your supervisor, department head, or other desig-
nated official in your department. Additional general
informationongradingisincludedinChapter 11,“The
ABC’sof Assigning Grades,” inMcKeachie’s Teach-
ing Tips (12thedition).

Inthe final analysis, the strategy you choose for
determining students'final gradesshould be onethatis
asfairas possible to them and best represents their
accomplishments. Finally, McKeachie providesthis
bitofwisdom: “Whatever your gradingstrategy, being
more generousinassigning gradestotestsand papers
thaninthefinal distribution of grades guarantees visits
fromaggrievedstudents.”

Posting Gradesand Student Privacy Rights

Individual gradesare partofastudent’sconfiden-
tial recordand are subjecttothe provisionssetforthin
the federal Family Educational Rightsand Privacy Act
(FERPA). University FERPA policiesregarding stu-
dentprivacy indicate that you cannot release student
grades to anybody besides the Registrar and the
studentwithouthisor herwritten consent, exceptinthe
case ofaUGA official with alegitimate educational
interest. Visit http://www.ed.gov and search for
“FERPA” for more specificinformation.

Tobesafe, donotpostgrades publicly, evenbya
numerical identification system. One of the many ad-
vantages of using WebCT isabuilt-ingrade reporting
feature thatallows students to follow their own pro-
gression through your course. The WebCT
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gradebook feature allows you to download data,
formatitusingaspreadsheetprogram,andthenupload
ittothe registrar: http://webct.uga.edu. Otherwise,
encourage students to keep up with their own grades.
Lastly, inform students that they can have access to
their final grades through OASIS as soon as you post
them. Seethe CTL website for more informationon
student privacy rightswww:.clt.uga.edu.

Reporting Grades

Among those who have a legitimate reason to
know your students’ grades are University officials
responsible forestablishingand/or maintaining student
records. Therefore, youare required to post students’
final grades on the Registrar’s website prior to the
submission deadline. Go to www.reg.uga.edu and
select "Faculty/Staff Services" for online graderolls,
informationand links pages, and deadline information.
Your MyID and password are required for access to
grade rolls. If you have any questions regarding
policiesand procedures for the security and reporting
of grades, confer with your supervisor and/or depart-
ment head. You must adhere to the deadline for
submission of final grades, and you are personally
responsible for posting your final grade reportto the
Registrar’s Office website. Ifyou missthe deadline,
yourentire classwill be assigned “NR” (norecord);
and youwill be required tomanually fill outagrade
change form for each studentinyour class.

Grade Changes

Onceagradeisreportedtothe Registrar, itmay be
changed only by completing the official grade change
form. The grade change must be initiated by the
instructor of the course, and the grade change form
must be signed and approved by the head of the
departmentinwhichthe course wastaught. The form
must then be forwarded to the dean of the college or
school inwhichthe studentisregisteredand finally to
the Registrar’s Office. Change of Grade forms may be
obtained from your department’s office or from the
dean’soffice.

Any grade may be changed by the instructor if itis
determined that an error was made in reporting the
original grade. An“incomplete” may be changed by the
instructor to another grade if the student fulfills the

requirements of the course withinthree semesters. by
Otherwise, the grade will be changed to the grade “F”

by theappropriate official. (Example: An incomplete
grade given for acourse taken in Spring 2006. This
grade will convert to an "F" after 9:00 AM on the
deadline date for grade rolls for Spring 2007.

ASSESSING AND EVALUATING
TEACHER PERFORMANCE

Now that you have finished evaluating your stu-
dents' performance through final grades, itistime to
reflect and assess how well you taught them. One
assessmentof teaching effectivenessisstudentratings.

While faculty members often question the validity
of student ratings, over 2,000 studies have shown a
correlation between student ratings and average scores
on achievement tests. Although students are not par-
ticularly good judges of a teacher's knowledge of the
subject, they are very capable of assessing an
instructor's preparedness, organization, availability, and
fairness.

Atthe University of Georgia, specific policiesand
procedures for all facets of course evaluation are
generally determined at the division or department
level, buteach class should conclude with some form
of studentevaluation of the course and the instructor's
performance. Studentsshould complete courseevalu-
ationswell before the last day of class if possible, and
those evaluations should remain sealed until after you
have posted your final grades.

Inadditionto the end-of-semester evaluation, you
can have your students evaluate your course and your
teaching atmid-termorevenearlier. Inmany ways,
mid-termevaluations are better because you can use
the feedback you get from students to address con-
cerns they have and perhaps change aspects of the
course orteaching. Amid-termevaluation canbeas
easy as asking students to answer anonymously the
followingitems: (1) Whatare one ortwo specificthings
your instructor doesthathelpyou learn inthis course?
(2) Whatare one or two specific things your instructor
doesthat hinder or interfere with your learning? (3)
Give your instructor one or two specific, practical
suggestionsonwaystohelpyouimprove your learning
inthiscourse (Angeloand Cross).
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Whenyou getthe opportunity to view the student
evaluations for a class you are teaching or have just
completed, prepare yourself. Teachingisanintensely
personal matter for most teachers, and many approach
the firstevaluation of their teaching with trepidation.
Even the mostexperienced teachers sometimes feel
this uncertainty at evaluation time. Even the most
accomplishedteachersadmithavingtofightoccasional
feelings of defensiveness when negative aspectsare
mentioned in an evaluation of their teaching. This
response is perfectly natural. If you believe you are
doing your best, ithurtsto discover that you still have
shortcomings—until yourealize thatthe knowledge of
your shortcomings gives you the insightand opportu-
nity you need to improve.

Besides student evaluations, there are other

assessments of teaching effectiveness, suchas peer
reviews, critiques by your supervisor or major pro-
fessor, video recordings, and teaching portfolios.
Used together, these different forms of assessment
provide opportunities for reflection onteaching thatis
one of the most consistent characteristics of the most
effectiveteachers.

Learning from Experience

Thebasis for learning fromexperienceisanaware-
nessthatteaching isanacquired skill which deserves
the same scrutiny and nurture asany other important
work. Probably the mostimportantstepsin learning
fromexperienceare (1) recognizing the very natural
feelings of uncertainty and defensiveness about being
evaluated; (2) overcomingthose feelings longenough
to separate yourselffromyour teaching soyou cantake
a good, objective look at your own strengths and
weaknesses; and (3) accepting the evaluations of other
qualified observersregarding your teaching effective-
ness. Self-assessmentisavery useful formofevalua-
tion, especially whenused inthe formative sense for
improvementof instruction throughoutacourse.

Improvement

Any steps you can take to learn from experience
shouldbe veryworthwhile, especially ifyouareantici-
pating a career in teaching. If your department con-
ducts regular teacher evaluations, you will have a
ready-made source of informationwhich may include
studentevaluations, peer evaluations, and/or supervi-
sorreview. Ifthisinformation isunavailable, youmay

wish to develop and circulate to your students an
informal teacher-evaluation formsolicitingsuggestions
forimprovement, or, youmay requestthe assistance of
the Center for Teachingand Learninginconductinga
more comprehensive evaluationinwhichyour students
may express themselves with the assurance of ano-
nymity.

Inviting your supervisor or afavorite professor to
observe your teaching and make suggestions for im-
provementmay be very helpful. Havingafellowteach-
ing assistant critique a class session is often very
productive. Sitting in on the classes of outstanding
teachers or more experienced GTAsinyour depart-
mentwillalso give you abase of comparison for your
teaching. Tosee yourselfasothers see you cansome-
timesbethe mostrevealing learning experience ofall.
Thisself-evaluation canbe conducted mosteffectively
by reviewingavideo ofaclass session. Many depart-
ments that have regular access to video recording
equipmentmakethisevaluationserviceroutinelyavail-
abletotheirteachingstaff. If your departmentdoes not
have this capability, however, you may contact the
Center for Teaching and Learning for information
regarding opportunities for recording your teaching.

Precautions

Any evaluation activity inthe classroom should be
asunobtrusiveas possible to minimizethedisturbance
ofthe normal student-teacher interaction.Also, any
unusual preparation foramonitored teaching session
should be avoided; the more normal you canbe while
being observed or recorded, the more useful the
evaluationwill be. Finally, all evaluation plans should
have the approval and supportof your supervisor. This
preparationwill preventthe possibility ofaduplication
ofeffortsincaseyour departmentisalready planningto
evaluate yourteaching.

Practice Makes Perfect

For the teacher who is determined to continue
developing personally and professionally the opportu-
nities forimprovementare numerous. Asimple first
stepislisting your teaching strengths. These are your
foundationfor currentteachingactivitiesand should be
maintained and enhanced with care. Avoidthe trap of
relyingtooheavily onyour strong pointsatthe expense
innovation and experimentation. Next, list the weak
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pointsrevealed by the evaluation of your teachingand
thenturnthe tablesonyourevaluators. Ask them for
suggestions for overcoming the problems they ob-
served. Note their suggestions, weigh them against
your personal styleand your teaching philosophy, and
adopttheacceptable suggestionsasyour initial planin
your struggle against mediocrity. Here, it is just as
importantto guard againstadefensive attitude asitis
during any other phase of evaluation. Some of the
suggestions for improvement you get fromyour su-
pervisor, peers, students, or other sources may seem
patently ridiculousatfirst, buttry tobe asobjective as
possiblewhenyoureviewthem. Otherwise, your initial
reactions may cause you to discard without examina-
tion some of the better ideas.

Teachingisahighlyindividualized activity, and
any suggestions for change must be considered in
this context. There isno“best” teaching style thatwill
work equally well for all teachers, and the most suc-
cessful teaching styles are those that develop as natu-
rally as possible fromateacher’sown personal char-
acteristics. Ifyouare by nature an informal person, a
suggestionto injectmore humor mightbe very appro-
priate. If,onthe other hand, you are by nature aformal
person, anattempt to assume an informal, humorous
manner may come across as just that, an assumed
posture. In general, it is very important to be your
sincere, bestselfinthe classroom. Youwill have tobe
the ultimate judge of the acceptability of suggestions for
change. Perhapsthe bestadvice istoevaluate inputand
trustyour judgment, butbe surethatitisnotclouded by
adefensiveresistance tochange.

Periodicreevaluation of your teaching effective-

nesswill be needed to measure your improvementas
well as to monitor the maintenance of your stronger
teaching qualities. Reevaluationwill probably reveal
further opportunities forimprovement, but new ideas
may also be gleaned from other sources. For instance,
observing class sessions of outstanding teachers in
related fields may expose you to challenging new
teaching techniques. A review of college teaching
journals may produce useful informationonthe prob-
lemsyouare facing. Also, each issue of Teaching at
UGA and The TA Newsletter, the CTL newsletters,
containaschedule of seminarsdevoted totimely topics
related to teaching effectivenessand professional de-
velopment.

Improving with experience isacontinuous pro-
cess. Success inteaching can be asource of tremen-
dous personal satisfaction and enjoyment, and any
steps taken to improve your teaching will likely en-
hance that sense of satisfaction. Consequently, asuc-
cessful efforttoward improvementwill probably moti-
vate several new efforts toward even better teaching
performance.

Every effort toward constructive change carries
boththe potential for successand the risk of failure. For

the students’ sake, it is very important to assess all
teaching goals to maximize the chances for success.

However, itisequally importantto remember that, if
teacher evaluations reveals teaching weaknesses,
changealready indicated and failure to seek improve-
mentwould be adisservice toyour students. Concern
for improvement ranks among the most important
attributes of an effective teacher, so do not be timid
aboutseeking improvement. Itisexpected of you. In
the final analysis, your effortsshould be rewarding both
personallyand professionally. But remember, learning
isalsostudent-dependent. Eventhe greatest efforts of
a master teacher cannot guarantee success, so it is
importantto do your bestand hope your efforts will
motivate your studentsto do the rest.

Documenting Teaching Effectiveness:
The Graduate School Teaching Portfolio
Programand Certificate in University Teaching
One of the best ways to assess and evaluate your
teaching and to improve it is through the process of
assemblingateaching portfolio. Toencourage GTAS
todevelopteaching portfolios, bothto enhance teach-
ing and to facilitate the academic job search, The
Graduate School has initiated a Teaching Portfolio
Programand offersa Certificate in University Teach-
ing.

TeachingPortfolio. Ateaching portfoliodocu-
ments the extent to which you have developed your
teaching sothat your currentdepartment, future em-
ployers and promotion and tenure committees can
fairly evaluate thisimportantaspectof university schol-
arship. Inaddition, the process of reflecting on your
teaching by compilingateaching portfoliowill helpyou
to identify areas of teaching which need to be devel-
oped, helping youto become abetter instructor. The
time tostart compiling ateaching portfolioisearlyin
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your graduate programso thatyou will have substantial
documentation of your teaching philosophy and suc-
cesseswhenyou beginthe interview process.

Different institutions and disciplines lend them-
selvesto differenttypes of documentation; neverthe-
less, the parameters of teaching you should consider
include: the kinds of courses you teach, your method-
ology, changesyou have made toaccommodate differ-
ent kinds of students and learning objectives, your
academic standards, studentevaluations, peer evalua-
tionsand any special training or experiencesthatyou
have beenabletousetoimprove yourteaching. Many
graduate studentsfind thatifthey establishafile system
whenthey begintheirteaching career they cankeepall
possible artifacts for their teaching portfolio in one
place so that it may be easily organized for use in
documentingtheirteaching.

Every semester the Graduate School accepts port-
folios for consideration for the Teaching Portfolio Pro-
gram. The template for this version of a teaching port-
folio includes the following elements:

Letter ofnomination

a. Ateaching philosophy statement

b. Description of courses taught

c. Sampleteaching materials

d. Sample of studentwork

e. Innovative teaching projectsandroles

f. Listof professional activitiesrelated to
teaching

g. Listofspecial training or teaching-related
experiences

h. Evaluationofteaching

For more information onteaching portfoliosand the
Graduate School Teaching Portfolio
Program, visitwww.ctl.uga.edu/ andsearch
for"teaching portfolios.”

Certificate in University Teaching

Using the teaching portfolio as a cornerstone
document, the Graduate School Interdisciplinary
Certificate in University Teaching provides an
opportunity for GT Astofurther developtheirteaching.
The Certificate requires an application, a teaching
portfolios, and the following additional elements:

a. Four Sections of Teachingat UGA

b. Nine Hours of Pedagogy Course Work
c. ATeachingProject
d. Evidence ofthe Scholarhip of Teaching

Formoreinformationonthe Teaching Certificate, visit
the Graduate School'swebpage:

www.uga.edu/gradschool/academics/
certificate_teaching.html

Closing Down the Classroom

Ifyouwill be teaching the same course inthe same
roomnextsemester, “closingdownthe classroom” will
coincidewiththeresponsibility of preparing for the next
semester. Ifyouare graduating or the currentsemester
isyour lastsemester asagraduate teaching assistant,
however, there are a few things you will need to
remember. For instance, reference books or other
personal items in convenient drawers, cabinets, or
remote corners of the roomshould be reclaimed prior
tovacatingthe classroom. Also, ifany special furniture
or apparatus has been checked out to you for use
during the semester, itshould be returnedto the proper
placeandareceiptobtained soyoucanverifyitsreturn.
Otherwise, your records could be flagged pending its
return. Other considerations include reporting any
damaged or unserviceable furnishings, fixtures, orap-
paratusthat need repair or replacement. If bulk sup-
plies, suchas laboratory specimensor chemicals, were
used in your teaching, you may be responsible for
reporting any supplies that have been depleted. In
laboratory and workshopssituations, itisalso important
to be sure that the work areas and equipment are
properly cleaned and stored to prevent deterioration,
breakage, or loss. (Ideally, the students should take
care of this responsibility at the last class session.)
Common sense and departmental policy may dictate
numerous other last minute functions. Once all these
detailsare complete, youare ready for your final official
responsibility: turning in the keys to the classroom,
storage cabinets, supply rooms, and so forth. You will
have done your job, and your graduate teaching op-
portunitiesandactivitieswill have become yourteach-
ingexperienceand, inturn,amajor componentofyour
resume.
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Teaching lIssue
Academic Honesty
Audit a Class
Computer Facilities
Counseling
*Academic
*Career
*Financial
*Legal
*Personal (drugs, alcohol,
relationships, family, stress,
anxiety, other emotional
concerns)
*Study Skills

Disabilities
(Learning and Physical)

Emergency
Enrollment Certification
Environmental Safety
Libraries

*Main

*Science

Media Support

Records/Registration
Room Change

Student Excuses
(emergency/questionable)
Superior Students

Teaching Strategies

Tutors

Withdrawal from University/Classes

Resource
Academic Affairs

Registration Office

University Computing &

Networking Services

Individual School
Career Center
Financial Aid

Judicial Programs
Counseling &
Psychological Services
(CAPS)

Academic Enhancement

Disability Resource
Center

University Police
Registrar's Office

Environmental Safety

Center for Teaching
and Learning

Registrar's Office

Campus Reservations
Office

Asst. to The VP for
Student Affairs

Honors Program

Center for Teaching
and Learning

Tutorial Program

Student Affairs

Teaching Resources

Location
101 Franklin House
235Memorial Hall

EITSHelp Desk

ClarkHowellHall

220 Holmes/Hunter Acad. Bldg.
210Holmes/Hunter Acad. Bldg.

University Health Center

233 Milledge Hall

ClarkHowellHall

Public Safety

105 Holmes/Hunter Acad. Bldg.

240ARiverbend Rd

North Campus
Boyd Graduate Studies Bldg

Instructional Plaza South

105 Holmes/Hunter Acad. Bldg.

202 Tate Center

201 Holmes/Hunter Acad. Bldg.

Moore College Building

Instructional Plaza North

Milledge Hall

201 Holmes/Hunter Acad. Bldg.
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Phone
542-4336
542-6911

542-3106

542-3375
542-6147
542-1131
542-2273

542-5436

542-8719

542-2200
542-4040
542-5801
542-3251
542-4535

542-1582

542-4040

583-8020

542-3240

542-1355

542-7575

542-3564
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CENTER FOR TEACHING AND LEARNING
Graduate Teaching Assistant Support

The Center for Teaching and Learning (CTL) is a support unit within Academic Affairs devoted to the
advancement of instruction and faculty development at The University of Georgia. The office is advised by the
Teaching Academy and reports to the Vice President for Instruction. CTL sponsors a range of services and
enrichment activities designed to assist faculty and teaching assistants with instructional matters. The Center
for Teaching and Learning is located in the Instructional Plaza.

*Introductory Orientation for Graduate Teaching and Laboratory Assistants

*GRSC 7770, teaching seminar for GTAS, special sections for departments and international GTAS
*Videotaping and consultation for instructional enhancement

*Mentoring by experienced faculty

*GTA Newsletter

*Handbook for Graduate Teaching and Laboratory Assistants

*University recognition of outstanding teaching assistants

*TA Mentor Program, for award winning TAs who intend to continue with a career in college teaching
*Seminars on personal and professional development issues for faculty and GTAs

*Instructional Development Laboratory and Instructional Development Classroom

*Teaching Portfolio samples and consultation

*Teaching Certificate support and consultation

Outstanding Teaching Assistant Awards
Excellence in Teaching Awards

The University initiates an awards program that recognizes outstanding graduate teaching assistants. A
Graduate School Excellence in Teaching Award for Teaching Assistants has been established for and award
eligibility has been expanded to any graduate teaching assistant who demonstrates superior teaching in the
classroom or laboratory. Recipients of the Outstanding Teaching Assistant Awards are recognized at Honors
Day and receive a certificate and letter of appreciation from the Provost/Senior Vice President for Academic
Affairs. The Graduate School Excellence in Teaching Award, presented to as many as five recipients at the
Faculty Recognition Banquet, carries a monetary award of $1,000 from the Graduate School.
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Departmental Support for Teaching Assistants

&TA Competencies
Scholastic Skills
®Recognize and accept teaching as a fundamental
and challenging dimension of scholarship.
©Demonstrate mastery of subject matter.
®Advise students of career opportunities in the
discipline or profession.
oDemonstrate relationships between the course
and the broader liberal education curriculum.
®Enhance motivation of students by demonstrat-
ing relevance to future needs and goals of students.

®Possible Activities

®Presentations on how to incorporate teaching as part
of University and departmental culture of scholarship
®Opportunities to observe master teachers
®QOpportunities to become familiar with new aspects
of discipline. Presentations on new concepts in field
®Opportunities to practice teaching in the discipline
® Opportunities to tutor

® Speakers from different fields who represent the

breadth of career oppartunities

Planning Skills

oSelect course material suited to the background,
ability level and interests of students.

®Match varying teaching methods with specific
instructional objectives.

oPresent material that is sequenced and paced
appropriately for learners.

oPromote individual involvement of students
through learner-centered teaching methods.
®Encourage cooperation and collaboration
among students

®Enhance motivation of students by demonstrat-
ing relevance to future needs and goals of students.

*CTL Resource Key

*QOrientation and Training
*TA Role
*University Instructional Resources
*GTA Rights/Needs
*TIPS Program
*Philosophy of Education

®[dentify principles of good undergraduate teach-
ing

® Opportunities to discuss course objectives and
choose course content

®Show how to select and use a textbook effectively
®Guidelines for planning for mixed abilities
®Prepare and critique a syllabus

® QOutline departmental mechanisms for sharing
material and teaching strategies

®| earn how to make and use overheads
®Demonstrate first day strategies

®\Video tape a practice teach

*Learning Theories /Styles
*Student Profile

*Writing Course Objectives
*Texthook Selection
*Syllabi

*Lesson Plans

*First Day

*Classroom Environment
*Cooperative Learning
*Motivating Students
*Technology

Management Skills

oCommunicate important departmental policies
that relate to the goals of the course.

®Manage administrative responsibilities such as
ordering books, handling withdrawals, and com-
plying with other departmental requirements.
oCommunicate and manage appropriate expec-
tations for achievement in the course.
oCommunicate and implement important safety
measures in the classroom

oDeal appropriately with matters of discipline,
academic honesty and legal information.
®Manage the learning environment so that opti-
mum learning will result.

®|ntroduce secretarial staff and faculty supervisors
®Qutline procedures to handle administrative tasks
like xeroxing, book orders and student withdrawals
®Discuss liability considerations/copyright laws
®|nvolve faculty in discussions about expectations
for TAs and for achievement in the course
®provide Public Safety Information

®Qutline chain of command for TA and student
rights

®Use case studies to discuss specific procedures to
encourage academic honesty, handle sexual harass-
ment and to avoid classroom conflicts

*Qrientation & Training
*Departmental Policies/Office Pro-
cedures

*Student Rights

*TA Role

*University Academic Policies
*Teaching Attitudes/Perceptions
*Classroom Environment
*Cooperative Learning
*Running Lab

*Dealing With Problems
*Rapport/Climate

Presentation & Communication Skills
oCommunicate effectively in both written and
oral formats in English

oLead class discussions that stimulate learning and
enhance the goals of the course.

oUse technology to enhance learning.
oPromote individual involvement of students
through learner-centered teaching methods.
®Encourage cooperation and collaboration among
students.

®Enhance motivation of students by demonstrat-
ing relevance to future needs and goals of students.

®Provide successful models for presenting particu-
lar sections of a course

®Provide opportunities to observe master teachers
-Lecture models

-Discussion strategies

-Case method

®Provide an opportunity for TAs to practice using
various teaching strategies

®Provide training sessions for evaluating written
work

®Demonstrate the use of appropriate technology
-How to make overheads on the computer/use videos
®Plan cooperative activities which relate to future
goals and needs of students

*Lecture Methods
*Discussion Methods
*Running Lab
*Technology
*Teaching Strategies
*Cooperative Learning
*Visual Aids
*University Instructional Resources
*Diversity
*Motivating Students
*Rapport/Climate
*Visual Aids

Evaluation & Feedback Skills

oConstruct valid and reliable tests and administer
fairly other evaluation measures.

oProvide helpful feedback to students in a variety
of ways.

& Develop a reflective approach to teaching
through

ocollecting feedback and continually modifying
instructional approaches.

®Provide practice in creating test items which reflect
objectives

®Provide models for grading group projects
®Provide framework for peer review of tests
®Model effective feedback methods

®Discuss evaluation and formative feedback for TAs
®Qutline how to document teaching effectiveness

*Evaluating/Grading Student Perfor-
mances

*Test Construction

*TA Evaluation & Feedback to Im-
prove

*Developmental Teaching Levels
*Documenting Teaching

Interpersonal Skills

®Enhance motivation of students through personal
enthusiasm for the subject.

&Exhibit respect and understanding for all students.
oDemonstrate a general belief that all students are
capable of learning.

»Deal appropriately with issues that relate to various
aspects of diversity.

®Enhance motivation of students by demonstrating
relevance to future needs and goals of students.

Handbook for Teaching and Laboratory Assistants

®Discuss effective use of office hours

®Discussion of why the discipline is interesting, vital
or challenging

®Discussion of different learning and teaching styles
®Provide models of how to incorporate cultural diver-
sity in the curriculum

®Use case studies to discuss how to handle inappropriate
comments that reflect stereotypes or insensitivity

*Classroom Environment
*Learning Theories/Styles
*Motivating Students
*Philosophy of Education
*Student Profile

*Diversity

*Student Rights

*Teaching Attitudes/Perceptions
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A
Academic Support, 11

Accusations of Sexual Harassment or Prejudicial

Treatment, 35

Additional Responsibilitiesinthe Laboratory, 21

Advantagesofa Teaching Assistantship, 4
Assisting aProfessor, 5

Attendance at Class Sessions, 10
Attendance Policies, 5

Avoiding Student-Teacher Conflicts, 34

B
Beginningthe Course, 11

C

Classroom Preparation, 9

Class Scheduleand Location, 9

Closing Downthe Classroom, 42
Compliancewith Instructional Policies, 6
Concludingthe Course, 37
ConductingaComplete Course, 6
ContestingaGrade, 26

Course Design, 7

Course Outline, 7

D

Define YourResponsibilities, 5
Departmental Teaching Support, 10
Dimensionsof Effective Teaching, 14
Discussions, 18

Discussion Sections, 19

INDEX

E

Essay Questions, 24

Evaluating Student Performance, 23
Evaluating Teacher Performance, 39
Evaluation, Formative vs. Summative, 23

F

Field Trips, 10

Final Examinations, 37

First Day of Lab, 21

Fostering Academic Honesty, 28

G

Goalsofthe Course, 5
Grade Changes, 39
Grading, 25

Grading Papers, 26
Grading Responsibilities, 6

I

Instructioninthe Lab Course, 21
International Teaching Assistants, 29
Introducing the Subject, 13

L

Language Laboratories, 22
Learning from Experience, 40
Lecturing,14

Library Reserve Books, 9

M
Measurementand Judgement, 37
Meeting the Students, 12

Handbook for Teaching and Laboratory Assistants



O

Office Hours, 10

Orderinthe Classroom, 35
Organizational Questions foraCourse, 7
Organizing Lectures, 15

Organizing Discussions, 18

P

Planning for Lab Safety, 20

Posting Grades, 38

Preparingto Teach, 8

Purpose of Laboratory Sections, 20
Purposes of Grading, 25

Purposes of Testing, 23

R
References, 48
Reporting Grades, 39

S

Science Laboratory Sections, 20
Selection of Teaching Strategies, 8
SevenWaystoHandle Nervousness, 13
Sexual Harassment, 35

Special Teaching Situations, 31

Student Disruption, 36
Student Inattention, 35
Student-Teacher Conflicts, 34
Studentswith Disabilities, 31
Syllabus, 8

-
Teaching Effectively, 14

Teaching Methods, 14

TeachingPortfolio, 41

Teaching Resources, 43

Test Administration, 25

TestDevelopment, 23

TestFormat, 24

Textbook Selection and Book Orders, 7 &9
Tutorial Services, 11

U
Understanding the Teaching AssistantRole, 4

w

WebCT, 8, 39

Writing Assignments, 26
Writing Problems, 26
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