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Best Practicesfor Gradersand Teaching Assistants:
A Guidefor Faculty and Graduate Students

Overview

Each year a group of graduate students become graders or teaching assistants for the first time.
And each year severa faculty members (some new hires, some old hands) have their first
opportunity to work with gradersor T.A.sat UF. This short document is intended as a guide for
those newcomers to the grader/T.A. system and as a resource for those who aready have more
experience.

The guidedines that follow combine information on the department’ s rules and expectations with
occasional comments on the broader patterns of individual expectations. The latter are not
intended as new rules, but rather as information that faculty — and students— might find useful in
making their own decisions. (Referencesto “T.A.s’ should be understood to include both T.A.s
and graders where appropriate.)

Work Assignments

» Each semester the chair and associate chair determine how many dots are available for
graders, research assistants, teaching assistants, and teaching associates.  Faculty members
who wish to work with graders or T.A.s consult with the associate chair in preparing their
schedules.

» Theassociate chair and the graduate coordinator work together in placing individual graduate
students in particular dots.  The recent practice has been to consult with both the faculty and
the students about their preferences. But of course the declaration of a preference does not
guarantee that result.

=  Wewill make every effort to arrange — or rearrange — work assignments to accommodate
students’ class schedules.  Graduate students who are taking undergraduate courses (such as
language courses) would be wise to communicate any potentia conflicts to the associate chair
as soon as they know their class schedules.

= Students who do not have an M.A. in hand or at least ayear of graduate study at UF will
rarely be assigned to teaching assistant positions.

R&ponsu bilitiesand Authority
Professors and T.A.s should see themsalves as part of ateaching 'team’, dthough the
professor is the final authority in al pedagogica decisions, including course content,
examinations, and grading.

» Beyond these broad observations, practice varies quite a bit from course to course. Some
faculty members grant their T.A.s substantial autonomy in determining discussion topics and
in making grading decisions, other professors prefer to apply a more firm hand in determining
discussion content and in making final decisions about grades. T.A.s should not assume that
each professor will bring the same assumptions to the relationship, and professors should take
care to communicate their expectations before the semester begins.

Work Loads

= At present, graders are assigned to courses with a cap of 63 students. Teaching assistants are
generadly assigned three discussion sections, with a cap of 19 students in each section (for a
total of 57).



All graders, R.A.sand T.A.sin the History Department are given 0.33 appointments, which
trandates into an expectation of 13.3 hours per week. In practice, the work load in most
courses will fluctuate from week to week depending on the flow of assignments and grading.
The amount of grading required of T.A.s varies quite a bit from courseto course.  Some
professors grade a portion of each assignment or take on one or more assignments to grade
themselves; other professors supervise the work but do not actualy do any of the grading.
T.A.s should understand that their work contract extends through the entire semester. They
should be available to meet with instructor’s prior to the first class meeting, and they should
aso be prepared to meet following the final examination to go over grading. T.A.sshould
not make travel plans without consulting with the professor about grading timetables and
possible meetings at both ends of the semester.

Communication

Faculty members should hold a meeting at the outset of the semester where expectations are
discussed in some detail.

Graders and T.A.s are expected to hold regular office hours. Most offer additiona hours
and/or review sessions when examinations are approaching and assignments are coming due.
T.A.s should be sure that their students and the professor have access to a functioning email
address. It is particularly important that T.A.s check their email regularly.

Faculty are also expected to provide T.A.s with regular guidance and direction throughout the
semester.  Most faculty members meet with their T.A.s on aweekly basis to discuss the
week’ s discussion topics and related matters.

Most faculty members hold additional sessions to discuss grading expectations and strategies.
If the T.A. isgoing to miss class for a professional conference s/he should let the instructor
know well in advance so that other arrangements can be made.

If the T.A. issick and cannot meet a class g/he should make every effort to contact both the
instructor and Linda Opper in order to make last minute arrangements.

Examinations and Grading

Some faculty members actively collaborate with their T.A.sin the writing of quizzes and
examinations, others prefer to make those decisions.

When T.A.s are arranging review sessions and extra office hours, it is of course best for the
faculty member to give the T.A.s a clear sense of the exam’s structure and contents well in
advance.

As noted above, the faculty member is responsible for all course grades, athough s’he may
choose to hand over some or all of that responsibility to the T.A. or grader. In practice, we
take many different approaches to grading assignments. It is up to the professor to
communicate grading expectationsto the T.A. or grader. Itisup tothe T.A. or grader to
follow those expectations.

When a student hasa complaint about a grade, most professors expect that student to first
consult with the T.A. before speaking with the professor.  Of course the professor has the
right to overrule a grading decision, athough in ordinary circumstances this would be done
after some consultation with the T.A.

The grading process raises a series of issues about confidentiality. Everyone should keep in
mind that it is against University policy to leave graded papers in public areas for students to
pick up. Itisalso against University policy to discuss specific gradesin emails. And,
needless to say, it isinappropriate to discuss a student’ s grades with another student (or to
give one student’ s paper to another student).



Professionalism and Civility

All participants have the reasonable expectation that they will be treated with professional
respect.

T.A.s should aways be on time for al lectures. Infact, it is reasonable to expect T.A.sto
arrive several minutes before class in order to be available for last minute conversations.

In conversations with undergraduates, all members of the teaching partnership should respect
the authority of the rest of theteam. That is, T.A.s should not undermine the professor by
criticizing him/her to students.  The faculty member, in turn, should be supportive of the
T.A. even when overruling a particular decision.  And, of course, T.A.s should not
undermine each other.

Of course the office staff should always be treated with professionalism and respect. Xerox
requests should be submitted at least aday in advance.

Pedagogical Training and Assessment

The professor should visit at |east one discussion section held by each T.A.  These visitations
should be followed by aforma conversation about teaching strategies and they should also
provide part of the basis for the end of semester assessment.

In some cases the professor will invite the T.A. or grader to deliver aguest lecture. Thisis
not a requirement or an expectation for either party.

At the end of the semester the professor submits a written evaluation of the T.A. or grader to
the Graduate Coordinator. Most professors share this written evaluation with the T.A.

These |etters of assessment become part of the student’s persond file. They play an
important role in determining future assignments and in rankings for various prizes and
awards.

Complaints

If the professor or the T.A. has any concerns about the behavior of any other member of the
teaching team, the first step is of course to consult directly with the other party.

If problems persist, the faculty member or T.A. should consult with either the associate chair
or the graduate coordinator.

T.A.swho persistently fail to meet their work obligations in a professional manner risk losing
future funding opportunities.

Professors who fail to work effectively with graders or T.A.srisk losing that opportunity in
the future.

Resour ces

The main purpose of this document is to summarize a series of expectations and practices, not
as aguide to good teaching methods. The “Professional Development” page of the Graduate
Studies web page includes along list of useful links:

http://web.history.ufl.edu/new/grad studies/links current.htm

The Judicia Affairs page on the Dean of Students website includes useful information on
Academic Honesty and the Honor Code:  http://www.dso.ufl.edu/judicial/academic.php

The Disability Resource Center page on the Dean of Students website includes useful
information on resources and accommodations for students with various disabilities:
http://www.dso.ufl.edu/drc/faculty.php

The Judicial Affairs page on the Dean of Students website also includes details on the Student
Code of Conduct including sexual harassment:

http://www.dso.ufl.edu/judi cial/conductcode.php




