
UBC TA Workshop

Tuesday, September 2, 2014

TA Orientation workshop on  Friday August 29th   from 15:30 to 17:30 pm in the 
Departmental Lounge -  BUTO 799

 Introductions and general remarks. Has everyone received the emails? Email changes?

 Responsibilities and duties of TAs in the Department and in the sectioned courses 
(commenting on the contract)  

 Presentation of the Scheduled informal and formal evaluations and class visits

 Presentation of resources : CTLT (ISWs and other events, CTLT website), course 
coordinators, committee, Resources in Reading Room (TAG manual for TAs)
http://blog.students.ubc.ca/earlyalert/ Access and Early Alert
Diversity office  http://diversity.ubc.ca/
http://equity.ubc.ca/

 Class visits  (mentors, other TAs and other Faculty)  

 Writing Centre

 Presentation of Dr Navarro’s Guidelines on How to Prepare your First Class

 Email confidentiality  

 Sharing of past experience as a TA in the Department     

 Announcement of other scheduled events (e.g. :
o Start of year get together & networking : Friday September 6th  at Anne Scott’s 

house (invitation already sent)
o Workshop on Tuesday September 2nd   from 11:00 to 13:00 to practice the 

Guidelines, get feedback on prepared first class and go over the Do’s and 
Don’t’s of teaching in BuTo 826
Workshop on Portfolio in BuTo 826

o ISW in October. (Dates to be confirmed; Oct 18 and Nov 1)   

 Homework for Tuesday September 2nd          

 Presentation by Mireille Berthias on all administrative aspects (15 min)
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*The DO’s and DON’Ts of Teaching for First Year TAs*

Getting Started:

 General considerations on classroom climate, our unconscious assumptions and 
biases. How to create a safe and supportive environment.

 Layout of the classroom:  Visit your room before the 1st day of school to visualize the 
layout and orientate yourself, as well as discover major problems to do with audiovisual 
aids or other hardware needs. If there are any that you can see (but all classrooms are 
supposed to be equipped with computer connection, projectors and overhead projectors), 
contact Mireille Berthias or Joel Chauvin.  

 Punctuality: Always arrive on time (10 minutes to the hour) and finish on time (10 
minutes to the hour (sometimes the teacher before you does not stop right at 10 to, so be 
polite and wait until 5 to, at which point you can discretely knock on the door).

 Timing:  When do you come into the room?  What do you do before you begin the class?
 Suggestions for dressing appropriately:  Do not wear items of clothing that might distract 

students from content material (clanking bangles, flashy rings, etc.).
 How should students address you?  (by your first name?  or Señor/Madam, 

Monsieur/Madame? Tú vs. Ud/ Tu ou Vous).
 Announce your office hours immediately and do not cancel them without letting your 

students know.  Plan to be there even if no one comes (this can be your time to prepare 
lessons and mark papers).

 Keep your office door open when holding office hours.
 Set your ground rules for class: Do you allow food/drink?  Habitual tardiness? Cell 

phones? Electronic devices? Chewing gum? Speaking in English?  What happens if a 
student does not buy the textbook?)

 Erase board when finished.
 Make sure you DO NOT use permanent pens on whiteboards and only use the 

transparencies given out by Emanuela in the copying machine when making copies on 
transparencies.

 How to deal with diversity in the classroom (special needs, cultural differences, equity, 
respect, etc.) Useful information can be found in the websites at the end of the Schedule 
handed out last Friday.

 Taking attendance:  Mireille or you course coordinator will give you your class list for the
first class.

Techniques:  

 Try not to talk to the board when presenting your lesson.
 Do not call on the same students continuously.
 Try and remember names (use your class list with photos if you have one or ask the 

students to put their name on the table for the first two or three weeks).
 Eye contact.  Look at students directly when you speak to them. Your gaze should cover 

the whole room (from those in the front to the back rows), otherwise some students might 
feel you are leaving them out of the conversation.
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 Use your space wisely. Notice where you tend to stand (on the left or right side of the 
room).  

 Pacing vs. standing behind the podium the entire hour.
 When students make a mistake, how often do you correct them vs. let the mistake go? 

Find a balance.
 What happens if you make a mistake?  Own up to it and fix it the next class.
 Do not laugh at students’ mistakes.  Remember there is a difference between laughing 

with them vs. laughing at them.
 Be careful with jokes and make sure that your comments are politically and culturally 

sensitive.
 Return homework in a timely fashion with explanations, comments &/or feedback.
 How should you handle or deal with difficult questions on the content?

Contact With Students Outside the Classroom: 

 Email Usage & Personal Information:  If you request student information (email/phone 
number, you must have students sign a waiver saying you have their permission to contact
them). If not, you should use the SIS system for all correspondence—UBC emails are 
‘blind’ so instructors can not see them.

 In QUIA, students are required to include their email.  Mireille has expressed that this is a
liability problem for UBC and has requested that we allow/suggest students to create a 
“fake” email as an option if they are not comfortable with us knowing their personal info.

 Where can students come into contact with more Spanish/French language and culture 
outside the classroom?   Spanish/French Club,  Vancouver’s Latin American Film 
Festival,  French Film Series, Alliance Française, Centre Culturel, etc., Local 
presentations/talks, etc.  You can not require these activities but you should announce 
them at the beginning or end of class.

Absences: 

 What if you are sick, miss the bus, or can not go to class at the last minute?    Immediately
contact Marjo marjo.scheffer@ubc.ca (604 822-2879) and she will put up a sign on your 
classroom door. Please note that rules are different after the office closes at 4:30.

 If you can, send your class an email to let them know.  Most students have Iphones or 
blackberries and they will get the information right away.

 What if you can not teach and you know about it ahead of time?  Do NOT hide this 
information from your coordinator; contact him/her and let them know what has 
happened.  Try and find a replacement to cover your class.

Supplies:  

 All instructors must collect money from students for photocopies. However, photocopies 
should be avoided in this day and age. Please give the cash and a list of students’ names 
(only those who paid) to Marjo. Copies done in the Department cost us 10 cents each.  
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If you go over the amount collected, Mireille will send you a bill at the end of the 
semester and you will pay out of pocket.

 If your classroom has a white board, you should buy your own pens (an eraser & cleaning
spray may be helpful as well).  You will be given only 1 black white-board erasable 
marker from UBC for the year. When buying pens make sure they are erasable pens. 

 Do not use your own transparencies in the copy machine. You must request them from 
Emanuela as certain brands melt in the copier.

 Do you need to make copies?  You can do them on your own or send them out to be done 
at the Xerox office on campus. You can also email material as attachments through 
SIS.

 Grade books:  Make your own, then back it up or photo copy your grades continuously 
throughout the semester. If you are using an Excel sheet remember to make a backup. The
same apply if you use the grade book in Connect. YOU are responsible for entering final 
marks. You will SAVE your marks automatically as you enter them (the system does it for
you) but do NOT press submit. Let the head of the department know you have entered 
your mark and she will submit them. 

Advising Questions:  

 Deciding which French/Spanish course to take:  It is possible that some students may be 
in the wrong class or have doubts about their placement.  They should always check with 
a Department Advisor; however, it is useful to have a general idea of the language 
requirements and special cases of students coming with some knowledge of the language.

 What do you do if you have a problem situation or a problem student?
 What if the students tell you the bookstore has run out of textbooks?
 What if a student bought a used textbook from the bookstore and doesn’t have the Book 

Key insert for QUIA?
 Should I fill out the form and “force” students into my class?
 Should I have a waiting list?
 What if a student asks you to “audit” the class?  An official auditor IS allowed, but do not 

allow anyone to “sit in” on your class.
 What if someone tells you they are a 4th year student and they MUST have your class or 

they will not graduate?

Questions about How The Language “Lab” Works at UBC:  

 French Program 
 Spanish program --What is QUIA?  Is it required? (yes)  What do you have to remind 

students of?  (3 + 1 system)
 How do you set up the instructor’s portion of QUIA?  
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