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About Us 
The LSI Teaching Assistant Training Program (TATP) was developed as a collaboration 

between members of the Microbiology and Immunology (MIIM) and the Cellular and 

Physiological Sciences (CAPS) departments at UBC. We believe that TA training is a 

valuable experience and that it benefits the TAs, course instructors, and the 

undergraduate students. The program aims to help our TAs develop and improve their 

teaching skills, to make them aware of the opportunities and services available to them, 

and to help them feel prepared as they enter their TAships at UBC. The TATP also runs a 

website and blog called the TA Training Advisory (TATA) blog, which contains 

workshop information, links to other TA resources available at UBC, our TATP 

handbook, and more. For more information, please visit www.blogs.ubc.ca/tata.    
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Learning and Technology at the University of British Columbia. 

Dr. Ken Baimbridge, Dr. Tracy Kion, Dr. Michael Murphy and Dr. John Nomellini were 

the faculty advisors for the development of the TATP. Dr. Shaya Golparian from the 

Centre for Teaching, Learning and Technology provided invaluable resources and advice 

for the TATP workshop. Development of the TATP workshop, handbook, and website 

was done by Anna D’Souza, a PhD candidate in the CAPS department, and Kirstin 

Brown and Meghan Verstraete, PhD candidates in the MIIM department.   
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Department & University Policies 
 

Keep up to date on these policies by visiting the following online resources: 
 
University of British Columbia: 

 http://universitycounsel.ubc.ca/policies 

 http://copyright.ubc.ca 

 http://cupe2278.ca 
 
Faculty of Science: 

 https://science.ubc.ca/faculty/resources 
 
Faculty of Medicine: 

 http://www.med.ubc.ca/current-learners/policies-procedures/ 

 https://mednet.med.ubc.ca/AboutUs/PoliciesAndGuidelines/Pages/default.aspx 
 
CPS Department: 

 http://cps.med.ubc.ca/documents/ 
 
MIIM Department: 

 https://microbiology.ubc.ca/faculty-staff/resources 
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UBC invigilation guidelines 
The following guidelines are designed to help invigilators administer examinations. 

1. At the start of the exam, present students with the “Rules Governing Formal 

Examinations,” which are printed on the official exam booklets and available 

online at www.students.ubc.ca/calendar/index.cfm?tree=3,41,90,0. 

2. At the start of every exam, instruct students of procedures in case of an alarm. 

Detailed procedures are available at: guidelines-in-an-emergency; a concise 

version is available for download at 

www.students.ubc.ca/facultystaff/download/exam_fire.pdf. 

3. Consider counting exams before handing them out and again as they are handed 

back in. Making an identifying mark on exams may discourage students from 

submitting prewritten pages. Control the distribution of exams and movement of 

students to ensure no exams are removed from the room. If you have distributed 

exam papers before students enter the room, collect all exams from unoccupied 

desks. 

4. Arrange students in a pattern that minimizes the possibility for cheating. If the 

exam is assigned to a classroom, the seats available are usually twice the number 

of registered students, so students should be assigned to every other seat. Double 

seating does not apply to exams assigned to the gyms. Let students know that 

glancing at another’s papers or exposing their own, even when inadvertent, is a 

violation of exam rules and could lead to immediate expulsion. 

5. Control the movement of students in and out of the room. No student should be 

permitted to leave within the first half hour, and no student should be permitted 

to enter after the first half hour. If no students have left the exam room yet, then 

a student arriving more than a half hour late can be admitted at the discretion of 

the invigilator. Keep a record of the names of students who leave the room 

temporarily or who finish early (e.g., by noting the time they leave on their 

exams) 

6. Before the exam, remind students to use the washroom. During the exam, only 

one student should leave the room at a time. If there are enough invigilators, 

have one accompany each student to the door of the washroom. 

7. Ensure students identify themselves on the exam paper in ink with name, student 

number, and signature. Require all students to show their UBCcard, and check 

identities against the class list; if a student does not have a student card, ask for 

other official photo ID, such as a driver’s license or U-Pass. Where the 

identification of a student is prevented by full or partial headdress, they should 

be given the opportunity to unveil in a private space in the presence of someone 

of the same gender. 

http://www.students.ubc.ca/calendar/index.cfm?tree=3,41,90,0
https://facultystaff.students.ubc.ca/enrolment-services/student-records-systems-management/scheduling-services/exam-scheduling/invigilation/guidelines#in-an-emergency
file:///C:/Users/Kirstin/AppData/Local/Temp/www.students.ubc.ca/facultystaff/download/exam_fire.pdf
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8. Inform students of the material they are permitted to keep with them (e.g., 

UBCcard, writing instruments, wallet, purse, clear water bottle) or use for the 

exam (e.g., notes, books, calculator, etc.). During the exam, control the materials 

that students have within reach – nothing but the essentials should be on the 

desk. Non-essential and non-valuable material needs to be left out of reach. 

Confiscate material if the student will not show you what information it contains. 

9. Invigilators should circulate frequently and be obviously present at all times. 

Invigilation duties require you to make every effort to prevent cheating and 

collusion by immediately inspecting anything irregular or suspicious. Talk to the 

student if you notice behaviour that suggests infraction (e.g., body position, 

unauthorized materials, etc.). If necessary, move potentially collaborating 

candidates to seats where communication is impossible. If you suspect any other 

cheating, ask another invigilator to help observe the candidate(s). 

10. If you catch a student cheating, appropriate action includes confiscating the exam 

along with any unauthorized material and informing the student of your reason 

for doing so. The student should then be directed to report to the department 

head. You will also need to prepare a written report for the department head. 

Since the penalty imposed may be suspension from the University, it is very 

important that all procedures are followed correctly. Questions about reporting 

an offence should be directed to your head or the dean of your faculty. 

11. Control the collection of exams to prevent students from leaving with one. For 

exams of over 100 students, ensure that no one leaves the room in the last 10 or 

15 minutes. When time is up, give a clear signal and inform students to put down 

all writing instruments. Walk around and collect the exams, checking off names 

as you go, or ask for papers at the front while ensuring that a long line does not 

develop – these encourage last-minute writing and may allow a student to slip 

out with the exam. If there is a discrepancy between the invigilation list and the 

number of papers handed in, do a careful check of the room to confirm that a 

missing exam has not been overlooked. 

12. At the end of the exam, remind students to check their seats for all personal 

items. Collect any unused exam booklets and return them to the front of the 

room. Collect any other exam material (e.g., left-over exam paper, students’ 

notes, forgotten items, etc.) and dispose of them accordingly (e.g., return items to 

department, recycle paper, etc.). 
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UBC Policy 

Sudden Examination Disruption Procedures 

The President's Office has requested that an ad hoc committee be formed to study and 

draft policy and propose procedures governing the disruption of university 

examinations occasioned by 1) a bomb threat, 2) fire alarm, 3) inclement weather, 

natural disaster and a campus-wide power outage or 4) building specific power outage. 

Purpose 

To delineate responsibility for decisions concerning disruption of examinations in the 

event of a bomb threat, fire alarm, inclement weather, natural disaster or power 

outage(s) and to outline guidelines for communication. 

Policy 

The Associate Vice-President, Enrolment Services and Registrar is responsible for the 

schedule and coordination of university examinations. For the purposes of this policy, 

"examination" refers to those examinations scheduled by Enrolment Services during the 

December and April examination periods. The decision to curtail or cancel 

examination(s) or evacuate a building will be made by the Associate Vice-President, 

Enrolment Services and Registrar (or designate) in accordance with the procedures 

below. 

 

I Bomb Threat - Initial Response 

Procedures 

A bomb threat that is received by a department on campus should be directed to the 

RCMP by calling 911. The RCMP will contact Campus Security and the Associate Vice-

President, Enrolment Services and Registrar to commence the Assessment Process. 

Campus Security, the Associate Vice-President, Enrolment Services and Registrar and 

the RCMP will take steps to contact the appropriate building authority. The RCMP with 

assistance from Campus Security will obtain information to determine if formal 

examinations are scheduled in the targeted building. If an examination is being held in a 

threatened building, the RCMP, Campus Security and the Associate Vice-President, 

Enrolment Services and Registrar or designate will decide on which course of action is 

appropriate with consideration given to an assessment of risk using RCMP standard 

operating procedures with regard to Bomb Threats. 

The building authority will be informed of the decision whether or not to evacuate by the 

Associate Vice-President, Enrolment Services and Registrar or the RCMP. If the 

decision is to evacuate the fire alarm in the building will be activated by Campus 

Security or the RCMP who will be on site. 
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II Fire Alarm 

Procedures 

In the event a fire alarm rings due to a bomb threat or any other cause, the building will 

be evacuated. If the occupants can return to the examination and complete the 

examination within 3 hours of the time the examination commenced, it is recommended 

that the examination be resumed. Invigilators are responsible for the examination 

papers left in the examination room. 

The building authority will notify Campus Security every time the fire alarm is activated. 

During examinations, Campus Security will assess the situation and may attend to assist 

with examination security. Campus Security will file an incident report and provide a 

report to Classroom Services and the building authority. 

Invigilators are responsible for knowing the location of the designated meeting area for 

the building in which their examination is scheduled. 

The invigilator will, prior to the commencement of the examination, inform students of 

the procedures to be followed in the event the fire alarm is activated. Students will be 

instructed to leave the examination papers face down on their desk, exit to the 

designated meeting area, remain as a group and neither disperse nor discuss the 

examination. 

The invigilator will report to the muster station to gather information from the building 

authorities and the Fire Department. 

The invigilator will make the decision whether or not to resume the examination. In 

making this decision, the invigilator shall take into account the class size, the length of 

the exam, the weather and any other pertinent circumstances. (Invigilators will be 

sensitive to the reality that students have different strategies for writing an examination; 

hence some students may be penalized more than others by the decision.) 

Academic Departments are responsible for establishing and implementing internal 

procedures regarding examination disruption. These procedures should consider the 

various conditions for examinations such as a course with multiple sections located in 

more than one building. 

Should an invigilator decide not to resume the examination and it is determined that the 

examination cannot be graded as complete, the course instructor shall contact 

Classroom Services and request that the examination be rescheduled. Classroom 

Services, in consultation with the Academic Department, will reschedule the 

examination with the possibility that the examination will be rescheduled for the 

forthcoming Sunday provided that the Sunday falls within the posted examination 

period. 
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III Inclement weather, natural disasters and campus wide power outages 

Procedures 

The Public Affairs Office will inform the media of the decision regarding examinations. 

Information will be posted by Classroom Services on the examination website and in 

buildings as noted. 

Classroom Services will reschedule examinations on the following Sunday provided that 

this day falls within the examination period. 

 

IV Building(s) Specific Power Outage 

Procedures 

Immediately, upon notice of power disruption, Plant Operations will contact the local 

power authority for an assessment of the projected duration of the power disruption. 

This information is to be forwarded to the Plant Operations Trouble Calls desk as soon 

as possible. 

Classroom Services will contact Trouble Calls (822-2173) for an assessment of the 

estimated length of time of the power disruption. Classroom Services will record a 

message on the examination line with information for invigilators regarding the 

anticipated length of the disruption. 

If examinations are to be cancelled, the Associate Vice President, Enrolment Services 

and Registrar will make the decision in consultation with Land and Building Services. 

In the event of a power outage, if the examination room has no windows and the only 

light is from emergency sources, the room should be evacuated. Examinations should be 

left face down on the desk and the students instructed to not discuss the examination 

nor disperse. 

The invigilator should contact Classroom Services who will provide information 

obtained 

through consultation with Trouble Calls. An updated voice message will be placed on the 

Classroom Services Examination telephone to provide information to invigilators. 

The same procedures should be followed as outlined in the section dealing with fire 

alarms. 

Reporting 

In the event of an examination disruption leading to the rescheduling of an 

examination, 
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the head invigilator will, within 24 hours of the cancellation, submit a written report to 

their Department Head and Dean, with copy to Classroom Services, outlining the cause 

of the disruption and the outcome. 

In the event of an examination disruption NOT leading to the rescheduling of an 

examination, the invigilator will, within 5 days of the event, submit a written report to 

their Department Head and Dean, with copy to Classroom Services, outlining the cause 

of the disruption and the outcome. 

In the event the Associate Vice President, Enrolment Services and Registrar is involved 

in an examination disruption, s/he will submit a report to the affected Department 

Head(s) and Dean(s) and Campus Security, with copy to Classroom Services. 

 

V Communication 

Consistent information will be provided to five target groups: students, invigilators, 

academic and non-academic building administrators and, when warranted, the media. 

Procedures 

Students: In the event of an examination disruption, information regarding the re- 

scheduling of the examination will be posted by Classroom Services on the examination 

web site and in Brock Hall. This information will be available as soon as possible with 

due consideration to all constituents. 

In the event of inclement weather, natural disaster or campus wide power outages, 

information regarding the status of the examinations will be posted on the examination 

website and in Brock Hall. The Associate Vice President Enrolment Services and 

Registrar or designate will forward this information to Public Affairs to communicate to 

the media. 

Invigilators: Invigilators will follow procedures as outlined in this Policy. Invigilators 

will, prior to commencing an examination, instruct students of procedures in the event 

of a fire alarm. Such instructions will include examinations to be left face down on the 

desks, students not to discuss the examination, the location of the Designated Meeting 

Area, the requirement to remain as a group and await further instructions from the 

invigilator. 

In the event of a disruption, the invigilator will file a report to the Department Head and 

Dean, with copy to the course instructor and to the Director of Classroom Services. In 

the event the invigilator determines an examination is to be postponed, the instructor of 

the course will request Classroom Services for the examination to be re-scheduled and 

have notices posted on the web and in Brock Hall. 

In the event of a power outage, the invigilator should contact Classroom Services who 

will solicit updates from Plant Operations Trouble Calls on a regular basis. Invigilators 
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will receive notice of this Policy and related procedures prior to each formal 

examination period. 

Academic and non-academic building administrators: In the event of a bomb threat, 

Campus Security will contact academic and non-academic building administrators to 

help assess any unusual circumstances regarding the building situation at the time of 

the threat. Once the Associate Vice President, Enrolment Services and Registrar reaches 

a decision whether to evacuate, the academic administrators and non-academic building 

users will be notified of the decision. All academic departments will be provided with the 

same information that is provided to invigilators. 
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UBC TA Union 
CUPE 2278 

Suite 208, Gerald McGavin Building  

2386 West Mall  

Phone: (604) 822-0424  

administration@cupe2278.ca  

www.cupe2278.ca 

CUPE local 2278 represents TAs, tutors, markers, and instructors in the English 

language (ELI). You become a member of the union when you hold one of these 

positions at UBC. The union is comprised of a president and an executive leadership 

committee. In addition, each department elects a representative to act as a liaison 

between their TAs and the union each September.  

The current 2014 – 2019 CUPE 2278 collective agreement can be found at the website 

listed above, and outlines the role of the union and the contact that it has with the 

university. Summarized below are some of the important sections of the collective 

agreement. 

 

Wages and employment classification  

There are four wage categorise for CUPE 2278 members. The wage classification is 

determined by the degrees earned and the duties of the job.  

 GTA I - $31.04/hr (has a graduate degree in the posted discipline OR is 

enrolled in a doctoral program)  

 GTA II - $29.87/hr (has a bachelor’s degree in the posted discipline OR is 

enrolled in a master’s program)  

 UTA - $14.90/hr (employee has not yet earned a bachelor’s degree in the 

posted discipline)  

 Maker - $14.29/hr (classification defined by job duty, not by degree level) 

 

Teaching assistant vs. marker  

An employee cannot be hired for TA and marker positions within the same course. If the 

employee is required to conduct both job duties, they will be paid the relevant TA wage 

for all of the appointed hours.  

Markers may ONLY be assigned job duties that include objective, “key-type” (Scantron 

style) marking.  

If marking short answer or essay exams, or using a grading scheme that seems 

subjective, then the employee must be paid as a TA rather than a Marker.  

file:///C:/Users/Kirstin/AppData/Local/Temp/www.cupe2278.ca
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Reappointments and hiring preference  

Once TAs or Markers have been hired, they are guaranteed further TA appointments for 

a specific period of time, depending on their academic classification.  

 Doctoral students – 4 years of hiring preference beyond initial appointment year 

 Maters students – 1 year of hiring preference beyond initial appointment year  

 Undergraduate students – 2 years of hiring preference over new UTAs beyond 

initial appointment  

It is only required that employees be rehired for at least the same number of hours that 

they worked during the first academic year that they were employed. The employer is 

not required to offer a TA position with the same course as the previous academic year.  

All TA appointments and preference considerations are contingent upon departmental 

budgets.   

 

Hours, scheduling, and rescheduling of work 

 A full TAship involves an average of 12 hours of work per week for the winter 

session (September to December and January to April) for a total of 192 hours 

per term.  

 TAs should not be required to teach without interruption for more than 2 

consecutive hours. 

 Any work done as a TA counts toward your paid hours, including: class 

preparation, attending lectures, marking and recording grades, 

prepping/conducting labs and tutorials, meeting with students and/or 

instructors, email communications, administration of online classroom 

environments, invigilating, etc. 

 If the TA anticipates that the workload will exceed the number of hours in the 

appointment, they should notify the instructor or departmental TA coordinator 

so they can reallocate some of your work or establish an additional appointment. 

 On a given day, the TA should not have scheduled duties that span a period of 

more than 8 hours without his/her agreement  

 The TAs work schedule cannot interfere with his/her scheduled course work  

 The TA is not required to perform marking or invigilation duties in the 24 hours 

before his/her own examination(s), including his/her comprehensive exam or 

thesis defence without the TAs signature  
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Holidays  

TAs are not required to work on the following days: 

New Year’s Day B.C Day 

Family Day Labour Day 

Good Friday Thanksgiving Day 

Easter Monday Remembrance Day 

Victoria Day Christmas Day 

Canada Day Boxing Day 

Or any day declared a holiday by the university or any day on which the university is 

closed according to the university calendar 

 

Leave 

 Full time TA positions include 8 hours of vacation pay per term, pro-rated for 

partial appointments. Vacation hours are counted toward reaching the total 

number of hours in an appointment, and are not treated as “day off” from regular 

duties. All TAs also receive 4% vacation pay, already factored into the relevant 

wage. 

 A full time TA position also includes 12 hours of paid sick leave per term, pro-

rated for partial appointments. TAs must notify the instructor that they are sick 

as soon as possible. The instructor is responsible for finding a replacement TA. 

Unused leave can be carried forward to the next term, to a maximum of 24 hours 

banked. 

 Short term leave: A TA may arrange, subject to the supervisor’s approval, to 

exchange duties with another TA or arrange substitution for short periods  

 If the TA cannot arrange for a substitution, a written application for leave of 

absence without pay may be submitted to the supervisor  

 Compassionate leave: The TA is entitled to time off without loss of pay upon 

notification of the department head in the case of death of an immediate family 

member. 

 Comprehensive exam leave: The TA is entitled to request up to 3 days of unpaid 

leave immediately prior to a dissertation or thesis defence, or a comprehensive 

exam. Any request must be made 2 weeks prior.  
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Academic Dishonesty & Misconduct 
Cheating and plagiarism are examples of academic misconduct and are serious offenses 

at UBC. To minimize the occurrence of academic dishonesty, UBC’s Policy on Academic 

Misconduct aims to provide clear guidelines and procedures for assessing the 

occurrence of academic dishonesty. More can be read about the UBC policy on academic 

misconduct at: 

http://www.calendar.ubc.ca/Vancouver/index.cfm?tree=3,54,111,959 

Scholarly Integrity: 

http://www.universitycounsel.ubc.ca/files/2015/08/policy85.pdf 

Discipline for Academic Misconduct: 

http://www.calendar.ubc.ca/vancouver/?tree=3,54,111,0 

 

Academic Misconduct 

There are three main categories of academic dishonesty that can occur in the context of 

scholarly submissions: 

1. Plagiarism – Plagiarism is defined as using another person’s ideas and presenting 

it as the work of his or her own without giving credit. It is considered intellectual 

theft and extends to phrases, sentences, and ideas that are presented as original 

work. In cases where the instructor permits collaborative work, it is the student’s 

responsibility to ensure that work submitted acknowledges co-authorship and 

does not constitute plagiarism. 

2. Cheating – Cheating includes falsifying any material subject to academic 

evaluation, having in examination materials other than those permitted by the 

examiner, and using unauthorized means to complete an examination (e.g. 

receiving unauthorized assistance from a fellow student). 

3. Submitting the same, or substantially the same, essay, presentation, or 

assignment more than once – Whether the earlier submission was at this or 

another institution, unless the prior approval has been obtained from the 

instructor to whom the assignment is to be submitted this is considered self-

plagiarism.  

 

Suspected Academic Misconduct 

Identifying and dealing with suspected academic misconduct can be difficult. Even if 

there is evidence of cheating or plagiarism, it may not always be the case that there was 

intention to be dishonest. Examples of this may include: 

http://www.calendar.ubc.ca/Vancouver/index.cfm?tree=3,54,111,959
http://www.universitycounsel.ubc.ca/files/2015/08/policy85.pdf
http://www.calendar.ubc.ca/vancouver/?tree=3,54,111,0
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 The student is inexperienced and inflexible with language 

 They may not understand what plagiarism is or why it is considered academic 

misconduct 

 The student may not understand the importance of citation or how to properly 

reference their work 

As there is no intention to cheat in misunderstanding, it is important that students 

clearly understand scholarly requirements. Students are often unaware that copying 

essays or lab reports written by other students constitute plagiarism. 

If you suspect academic misconduct it is important that you notify the course instructor 

and proceed according to UBC policies. As consequences for academic misconduct can 

be severe and impact student academic careers, it is important that the punishment suit 

the seriousness of the crime. For example: 

 If you see a few sentences that have been copied, give feedback in a non-

threatening way before major problems arise. Include comments like “Be sure to 

always use your own words” or “This sounds like a quotation, be sure to properly 

cite work being used”. 

 If you think one student has copied the assignment of another, speak to them 

both privately. Rather than making accusations, show them your evidence and 

ask for an explanation. It is appropriate to advise the course instructor. 

It is important that as educators we encourage and promote academic integrity as a core 

value of the institution. Students need to be taught the appropriate ways to acknowledge 

their reliance on the work of others as scholarship importantly rests upon examining 

and referring to the thoughts and writing of others. 

 

Adapted from “University Teaching and Learning – An instructional Resource Guide for Teaching 

Assistants”. 2005. Centre for Teaching and Academic Growth. The University of British Columbia. 
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Important Contacts for TAs 
Microbiology & Immunology Contacts: 

Title Name and Contact Role 

Department 
Head 

Dr. Michael Gold 
michael.gold@ubc.ca 
604-822-6041 

 Represents the interests of the 
MIIM department in the 
Faculty of Science 

Graduate 
Program Chair 
and Advisor 

Dr. Michael Murphy 
michael.murphy@ubc.ca 
604-822-8022 

 Advises graduate students  

 TATP advisor  

Operations & 
Human 
Resources 

Sue Palichuk  
susanpal@mail.ubc.ca 
604-822-6648 

 Handles human resources and 
departmental finances 

Graduate 
Program 
Coordinator 

Darlene Birkenhead 
micbgrad@interchange.ubc.ca 
604-822-3615 

 Admissions and other 
administrative duties to the 
graduate program 

 Coordinates TA appointments 
and finances 

Senior 
Undergraduate 
Program 
Coordinator 

Dr. Tracy Kion 
tkion@mail.ubc.ca 
604-822-0085 

 Coordinates undergraduate 
course registration  

 TATA advisor  

Undergraduate 
Assistant 
 

Craig Kornak 
craig.kornak@ubc.ca 
604-822-1689 

 Coordinates TA exam 
invigilation schedule  

Undergraduate 
Lab Manager 

Dr. John Nomellini  
nomellin@mail.ubc.ca 
604-822-6982 

 Develops and implements new 
laboratory activities  

 Improves course delivery 
approaches and develops 
assessment tools  
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Cellular & Physiological Sciences Contacts: 

Title Name and Contact Role 
Department 
Interim Head 

Dr. Ed Moore 
edwin.moore@ubc.ca 
604-822-2298 

 Represents the interests of the 
CPS department in the Faculty 
of Medicine 

 Advises the TATP 
Graduate 
Program Chair 
and Advisor 

Dr. Cal Roskelley 
calvin.roskelley@ubc.ca 
604-822-0779 
 

 Acts as liaison with the Faculty 
of Graduate Studies 

 Compiles and coordinates 
information concerning 
deadlines, procedures, etc. and 
communicates these regularly 
to graduate students and 
faculty members. Ensures that 
faculty supervising or teaching 
graduate students are aware 
of, and adhere to, applicable 
policies and procedures 

Administrator Zaira Khan 
Zaira.khan@ubc.ca 

604-822-9235 

 Coordinates TA appointments 
and finances  

 Coordinates undergraduate 
exam scheduling 

Graduate 
Program 
Coordinator 

Peggy Faulkner 
Peggy.Faulkner@ubc.ca 

604-822-2671 
 

 Admissions and other 
administrative duties to the 
graduate program 

 Graduate student 
appointments and 
scholarships 

Undergraduate 
Lab Assistant 
 

Joe Tay 
604-822-2658 

 Coordinates and sets up 
equipment for undergraduate 
labs 
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Course Descriptions & TA 

Responsibilities  
 

Microbiology and Immunology: 

 

BIOL 112 Biology of the Cell - The principles of cellular and molecular biology 

using mainly bacterial examples; Aspects of cellular evolution and the impact of 

cellular processes on the environment. 

Qualifications: TA should be confident in explaining concepts both orally and in 

written text (email and online); Enthusiastic about teaching first year students. 

Required: TA’s must attend lectures and read lecture notes; run learning centre, 

answering questions weekly; additional tutorials offered in group blocks throughout the 

term e.g. study sessions, creating multiple choice questions etc. where students will have 

options to attend.  TA’s will lead and facilitate these sessions. Monitor bulletin board on 

VISTA. Hold review sessions to address questions before exams. 

Opportunity to give Lecture: No 

Marking responsibilities: Marking in class activities; 2 midterm exams and 2 final 

exams made up of short answer, essay and multiple choice 

Number of Hours/week: 12 

Number of available positions: 4 (term 1) 

 

MICB 201 Introductory Environmental Microbiology - Prokaryotic diversity 

and the impact and applications of bacterial and archaeal metabolic, genetic, and 

growth processes in environmental contexts. 

Qualifications: Attention to detail, keeps detailed notes, good oral and written skills. 

Required: attend lectures: familiarization with problem sets, course material. 

Opportunity to give Lecture: No 

Number of Hours/week: 12 

Number of available positions: 1 (term 1 and term 2) 

 

MICB 202 Introductory Medical Microbiology and Immunology - 

Introduction to cellular and humoral immune responses, the properties of viruses and 

the principles of bacterial pathogenesis. 
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Qualifications: This course is an exciting, entry-level introduction to Microbiology & 

Immunology.  It is a broad, basic course with approx. 300 students in the class.  The TA 

is not expected to be an expert in every area of the course, but should be willing to learn 

and be confident explaining concepts both orally and in written text (email and online). 

Required: TA’s must attend lectures and read lecture notes; TA will be asked to 

present six one hour Q&A sessions. Office hours by appointment in small groups, 

answer emails, before and after class and before exams. Monitor discussion board on 

Connect. Conduct exam review sessions. Invigilate 3 exams.  

Opportunity to give Lecture: yes –strictly on a volunteer basis- if student is 

interested. 

Number of Hours/week: 6 

Number of available positions: 1 (term 1 and term 2) 

 

MICB 306 Molecular Virology - Introduction to virus structure and replication; 

detailed examination of selected viruses including polio, HIV and cancer-causing 

retroviruses; development of vaccines and anti-viral drugs, the use of virus vectors to 

cure genetic diseases. 

Qualifications: Strong virology background, good grasp of virology concepts and be 

confident explaining difficult concepts both orally and in written text (email and online).  

Required: New TA’s must attend lectures and read lecture notes. Must attend 2 -1 hour 

tutorial/week (lead discussion, to review difficult points, go over review questions). 

Office hours by appointment in small groups, answer emails from students before and 

after class 

Opportunity to give Lecture: yes –strictly on a volunteer basis- if student is 

interested 

Marking responsibilities: 2 midterm exams, final exam, short answer, essay and 

multiple choice. (Answer key with point assignments given). 4 pop quizzes. Invigilate 4 

exams. Enter grades.  

Number of Hours/week: 12 

Number of available positions: 2 (term 1) 

 

MICB 353 Food Microbiology Laboratory - Procedures and principles associated 

with isolation, enumeration, characterization and handling of microorganisms. 

Qualifications: Attention to detail, must keep detailed notes, good oral and written 

skills. Interact and mentor students as they adjust to lab setting. 
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Required: Attend classes a few times/term. Read lab manual and relevant course 

material. Be present for the entire lab session. Set up and clean up lab. Prepare material 

for lab exercises and advise student on preparation of lab report; office hours via email. 

Opportunity to give Lecture: No 

Marking responsibilities: Mark weekly lab reports/quizzes and enter grades. 

Invigilate final exam. 

Number of Hours/week: 6 

Number of available positions: 1 (Term 1) 

 

MICB 301 Microbial Ecophysiology - Dynamics and control of prokaryotic 

cellular processes in response to the biotic and abiotic environment including 

metabolic interactions and metabolic cooperation between microorganisms. 

Qualifications: training in general microbiology and microbial ecology; computer and 

bioinformatics skills, specifically ability to analyze microbial communities via amplicon 

sequencing. 

Required: Attend lectures 3 hours/week participate when called upon, manage some 

facets of the BlackBoard Connect experience for students, including making 

announcements, managing grades, and other content. Detailed grading rubrics will be 

provided for both exams, as well as for grading the assignments. 

Opportunity to give Lecture: Yes 

Marking responsibilities: TA will be grading smaller assignments throughout the 

semester plus one final computer based project.  

Number of Hours/week: 12 

Number of available positions: 1 (Term 1) 

 

MICB 302 Immunology - Cells, molecules, and mechanisms of innate and adaptive 

immunity. Antigen presenting cells and the major histocompatibility complex, T and B 

lymphocytes and their antigen receptors, T and B cell development, innate and 

adaptive immune responses against pathogens, diseases associated with aberrant 

immune responses. 

Qualifications: TA should have a strong background in Immunology.  

Required: Attend lectures 3 hours/week and read course material; answer and review 

lecture content; prepare or modify their own PowerPoint slides; 10 weeks of tutorials – 

2 one hour sessions per week; answer student questions on VISTA; post tutorial 

materials; exam review sessions. 
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Opportunity to give Lecture: Students will not be asked to give lectures 

Marking responsibilities: TAs will be required to grade the midterm and two final 

exams.  The exam format will be short answer or short essay; answer keys and point 

values provided. 

Number of Hours/week: 12 

Number of available positions: 2 (Term 1) 

 

MICB 322 Molecular Microbiology Laboratory - Aseptic handling and 

characterization of microbes, growth properties, enzyme assays, protein analysis and 

plasmid isolation.  

Qualifications: Attention to detail, keeps detailed notes, good oral and written skills.  

Required: Be present for the entire lab session. Set up and clean up lab at start and 

end of term. Prepare material for lab exercises and advise student on preparation of lab 

report; evaluate student’s preparedness and ability to work independently; office hours 

on lab days. 

Opportunity to give Lecture: TA can give lab demos if interested 

Marking responsibilities: Midterm, Final exam with occasional quiz, marking 

guides provided. Mark Lab reports, final papers and record grades; Invigilate exams. 

Number of Hours/week: 12 

Number of available positions: 3 (Term 1) 

 

MICB 401 Environmental Microbiology Laboratory - Microbiological analysis 

of environmental samples using culture-dependent and culture-independent methods. 

Qualifications: Attention to detail, keeps detailed notes, good oral and written skills. 

Required: prepare for each lab by reading the lab manual; be present during entire lab 

sessions (2/week); set up and clean up each lab session; attend a weekly meeting with 

instructor. Invigilate Midterm and two final exams 

Opportunity to give Lecture: no 

Marking responsibilities: grade weekly lab reports and quizzes, grade in class 

practical applications. 

Number of Hours/week: 12 

Number of available positions: 1 (Term 1 and 2) 
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MICB 402 Advanced Immunology - Molecular basis of lymphocyte development, 

activation and adhesion; immunogenetics and the major histocompatibility complex 

Qualifications: TA needs strong Immunology back ground with preference given to 

student who has taken 402 or equivalent.  

Required: read and explain the content of the lectures and manuscripts covered in the 

course. Deliver two tutorials/week; review material covered in lectures of the preceding 

week; create overhead and/or PowerPoint slides; weekly office hours; review sessions 

before final exams.  

Opportunity to give Lecture: yes –strictly on a volunteer basis- if student is 

interested. Content would be provided. 

Marking responsibilities: Invigilate midterm and 2 final exams 

Number of Hours/week: 9 

Number of available positions: 1 (Term 1) 

 

MICB 405 Bioinformatics- Computational methods to analyze genome and protein 

sequences to derive structural and functional information; related topics in functional 

genomics. 

Qualifications: TA will troubleshoot student problems with BaseSpace during 

tutorials.  Access to a laptop (or PC) connected to the internet will be needed for the 

tutorial sessions. A tentative schedule of software packages to review during tutorials is 

included in the lecture schedule. 

Required: to attend lectures 3 hours/week; twelve one hour tutorials performed twice; 

review lectures and course material; support and advice on the research projects; 

demonstrate and troubleshoot analysis problems through BaseSpace; field additional 

questions via email. 

Opportunity to give Lecture: yes –strictly on a volunteer basis- if student is 

interested. Content would be provided. 

Marking responsibilities: Midterm and final is short answer format and TA will 

record grades.  Answer key will be provided and TA will mark a subset of questions. 

Number of Hours/week: 12 

Number of available positions: 1 (Term 1) 

 

MICB 447 Experimental Molecular Biology- A laboratory course with a choice of 

independent, supervised research projects. Students develop protocols to carry out 

investigation of selected molecular biology problems. 
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Qualifications: TA needs to be excited about research, problem solver, good 

communicator. Attention to detail, must keep detailed notes, good oral and written 

skills. 

Required: to attend lectures read course material and be present during entire lab 

session; meet with instructor weekly; support students by answering their questions and 

help solve problems; lead discussions and facilitate student projects by critiquing 

proposals, discussing methods, suggesting sources. Supervise lab, discards, 

maintenance of equipment areas and chemicals inventory. Report interesting or 

important observations or problems of student activities to the instructor so they can be 

discussed/addressed/brought up in class 

Opportunity to give Lecture: TAs are given the opportunity to lead one lecture but it 

is not required. 

Marking responsibilities: Advise students on preparation of lab reports by grading 

marking and talking with students. Download and read student proposals and reports 

from WebCT site. Two reports submitted/ term for marking; Grading rubric, discussion 

of expected analysis; of technical details; grading lab books; checking attendance and 

journals. 

Number of Hours/week: 12 

Number of available positions: 2 (Term 2) 

 

MICB 323 Molecular Immunology and Virology Laboratory- Genetic 

manipulations of bacteria, introductory immunological and virological procedures, 

tissue culture. Restricted to students in Microbiology and Immunology specializations 

Qualifications: 

Required: Be present during entire lab session; set up before and clean up afterward 

lab; read lab manual; be prepared to answer students’ questions during lab sessions 

Opportunity to give Lecture: No 

Marking responsibilities: Lab report grading required with detailed marking key. 

Assign grade for report 

Number of Hours/week: 12 

Number of available positions: 2 (Term 1) 

 

MICB 203 Basic Microbiology Laboratory - Procedures and principles associated 

with isolation, characterization and handling of microorganisms; intended for 

students requiring a basic microbiology laboratory course. 
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Qualifications: microbiology background; comfortable working with microorganisms/ 

helping students in a lab setting; marking with good attention to detail 

Required: attend a few lecture/term, read lab manual and relevant course material; Be 

present during entire lab; lab set up and clean up; course material; work one on one in a 

lab setting; 

Opportunity to give Lecture: no 

Marking responsibilities: marking with good attention to detail 

Number of Hours/week: 6 

Number of available positions: 1 (Term 2) 

 

MICB 421 Experimental Microbiology - Research in microbial physiology and 

molecular genetics. Guided and independent laboratory projects are developed. 

Qualifications: Strong background in Microbiology, excited about research and 

comfortable explaining difficult molecular topics; troubleshooting lab problems. 

Required: Attend lectures; Read lab manual; attend weekly meetings after the lecture; 

support students in troubleshooting experimental problems; facilitate student project 

development by critiquing proposals, discussing methods and suggesting sources; 

present for entire lab session; advise students on preparation of lab reports by grading, 

and talking with students. Supervision of the lab, discards, maintenance of equipment 

areas and maintenance of chemicals is an ongoing activity; report interesting or 

important observations to the instructor. 

Opportunity to give Lecture: Teaching Assistances are given the opportunity to lead 

one lecture.  It is not required. 

Marking responsibilities: download and read student proposals and reports; one 

mid-term exam-multiple choice, short answer and essay; students will be assessed while 

in the lab; grade submitted reports –grading rubric, discussion of expected analysis and 

discussion of technical details. Invigilate 1 mid-term and two final exams. 

Number of Hours/week: 12 

Number of available positions: 2 (Term 2) 

 

MICB 308 Paradigms in Bacterial Pathogenesis - Mechanisms of bacterial 

pathogenesis including adherence, invasion, intracellular survival, toxins, host 

defenses and microbial evasion strategies, antibiotics, and vaccines. Introduction to 

experimental approaches used to study bacterial pathogens. 

Qualifications: strong background in microbiology and specifically pathogenesis. Be 

patient working with students with excellent attention to detail. 
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Required: Attendance in lectures; monitoring of the WebCT bulletin board daily ask 

students to come up with answers and provide answers if the students need assistance; 

1-2 tutorials prior to midterm and final exam; read lecture notes and textbook 

assignments; read lab manual 

Opportunity to give Lecture: No 

Marking responsibilities: Mark all essays for midterm and final exam; invigilate 

midterm and 2 final exams, student will be given an answer key with point values 

assigned; marking can be time consuming. 

Number of Hours/week: 12 

Number of available positions: 1 (Term 2) 

 

MICB 418 Industrial Microbiology and Biotechnology - Exploitation of 

microbial and animal cells for the industrial production of chemicals ranging from 

alcohol to therapeutic proteins; genetic manipulation of cellular characteristics, 

fermentation methods, patenting and governmental approval processes. 

Qualifications:  

Required: Attend lectures; Read lecture notes provided by the instructor, textbook and 

other handout materials; run 2 one hour tutorials/week. Give occasional overview 

presentation to clarify difficult topics; deliver review questions; answer student’s 

questions by appointment or in groups or via email; post tutorial presentations and 

address discuss points with students on the WebCT bulletin board 

Opportunity to give Lecture: yes –strictly on a volunteer basis- if student is 

interested.  

Marking responsibilities: marking is on a voluntary basis only if TA wishes to gain 

experience. Invigilate 2 midterms and final exam 

Number of Hours/week: 6 

Number of available positions: 1 (Term 2) 

 

MICB 325 Analysis of Microbial Genes and Genomes - Genetic, molecular 

biological and bioinformatic approaches for the analysis of microbial genomes, gene 

structure-function and gene expression with emphasis on bacteria 

Qualifications: 

Required: Attend lectures, read lecture notes and textbook assignments; student runs 

tutorials, leads discussions, reviews and answers questions; have office hours and 

answer student’s questions; monitor WebCT bulletin board and answer unanswered 

questions   
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Opportunity to give Lecture: no 

Marking responsibilities: grade midterm and final exam; answer key with assigned 

point values will be provided; considerable marking done by TA after midterm and large 

amount after final exam. There will be lecture notes, suggested answers to problems, 

and interaction with the instructor outside of class to discuss the problems that will be 

assigned to students. 

Number of Hours/week: 12 

Number of available positions: 1 (Term 2) 

 

BIOL 346 Microbes and Society - An elementary course in molecular biology 

primarily for Arts students; the historical development of recent discoveries in 

molecular biology with emphasis on bacteria and viruses and their interaction with 

humans. (Not for credit in Life Sciences.) 

Qualifications: Quick learner; flexible with responsibilities, ability to explain complex 

concepts to students will limited background science knowledge. 

Required: attend lectures; answer questions, respond to student’s emails; monitor 

WebCT bulletin board; short review session in class. 

Opportunity to give Lecture: Yes.  

Marking responsibilities: marking included midterm and final exam, short answer, 

multiple choice; 

Number of Hours/week: 6 

Number of available positions: 1 (Term 2) 

 

Cellular and Physiological Sciences:  

 

CAPS 200 Biomedical Research Essential Skills and Concepts – Analysis of 

the underlying questions and assumptions, experimental approach, results and 

significance of work described in selected biomedical research presentations. 

Term: 2 

TA responsibilities: Hold office hours, mark problem sets, experience deconstructing 

research seminars, lead guided tour of research laboratory.  

Number of lectures: 26 1.5-hour lectures  

Course Coordinator: Dr. Sally Osborne  
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CAPS 303 Human Physiology Laboratory: Honours – Techniques and 

principles of human physiology. Restricted to students in CAPS and pharmacology 

honours. 

Term: 1 & 2 

Term 1 Term 2  
Informatics  
Muscle resting potentials 
Stretch/Hoffman reflex 
Conduction velocity  
Neuroanatomy  
CNS tutorial 
Introduction to surgical techniques  
Blood pressure analysis  

ECG 
Spirometry  
Cardiopulmonary tutorial 
Exercise & the cardiopulmonary response 
Pharmacology  
Regulation of human renal function 
Respiratory renal tutorial  
Epithelial active transport 
Human oral glucose tolerance test 

 
TA responsibilities: Preparing equipment/reagents for experiments, hands-on 

assistance with experiments, marking lab reports, partial reports, and short 

assignments, and invigilating exams. Should have experience with animal care, 

electrophysiology, molecular biology, cell biology, and genetics.  

Course Coordinator: Dr. Sally Osborne 

 

CAPS 430 Advanced Laboratory in Physiology – A laboratory course giving 

training in the methods, techniques, and use of instruments required for physiological 

investigation. 

Term: 1 & 2 

Term 1 Term 2  
Bioassay for blood pressure I (Baimbridge) 
Bioassay for blood pressureII (Baimbridge) 
Bioassay for blood pressure III(Baimbridge) 
Bioinformatics (Clee, Tanentzapf) 
Single cell electroporation (Haas) 
3-D Imaging of electroporated neurons(Haas) 
Human respiratory function (Osborne) 
RFLP/SNPs(Hammond)  
Bioinformatic analysis of synthetic genetic array 
data(Loewen) 
pH regulation of lipid metabolism (Loewen) 
Hypothesis, rationale and experimental 
planning (Allan) 
Immunohistochemistry techniques (Kieffer) 

Insulin I: Glucose Regulation of 
Insulin Expression (Kieffer)  
Insulin II: OGTT (Kieffer) 
Insulin III: ELISA (Kieffer) 
Hypothesis, rationale and 
experimental planning (Allan) 
Live Cell Ca2+ Imaging(Johnson) 
Insulin IV: Viral 
Transfection (Kieffer)  
Electrophysiology 
introduction (Mason) 
Intracellular Recordings I(Mason) 
Intracellular Recordings II (Mason) 
Two-Electrode Voltage 
Clamp (Ahern) 
Drug block of ion channels (Kurata) 

 

Number of labs: 24 
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TA Responsibilities: Preparing equipment/reagents for experiments, hands-on assistance 

with experiments, marking lab reports/partial reports/short assignments, invigilating exams. 
Should have experience with animal care, electrophysiology, molecular biology, cell biology, 
and genetics. 
 

Course Coordinator: Dr. Douglas Allan 

 

CAPS 390 Introduction to Microscopic Human Anatomy – Organ system 

development, structure and function at the microscopic level.  

TA Responsibilities: Hold office hours, write exam questions, assist with Connect, 

invigilate and mark exams. 

Course Instructor: Dr. Cal Roskelley  

 

CAPS 391 Introduction to Gross Human Anatomy – Structure and function of 

body regions at the macroscopic level.  

Term: 2  

Number of lectures: 12 

TA Responsibilities: Hold office hours, write exam questions, assist with Connect, 

invigilate and mark exams. 

Course Instructor: Dr. Majid Alimohammadi 

 

CAPS 301 Human Physiology – A lecture course on body function with particular 

reference to mammalian and human physiology.  

Term: 1 & 2  

Topics Covered: Neurophysiology, CNS, muscle, body fluids, blood, cardiovascular 

physiology, pulmonary physiology, renal physiology (concentration and dilution of 

urine, renal handling of Na+ and K+), gastrointestinal physiology, endocrinology, and 

reproductive physiology.  

TA Responsibilities: Hold office hours, assist with Connect, invigilate and mark 

exams.  

Course Coordinator: Dr. Kenny Kwok 
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TA Training Program  

2016 
I. Communication  

 

Effective Communication 

A good communicator is also a good listener, as communication involves both receiving 
and sending. Good communication impacts the way you present your material, create 
rapport with the students, and establish your credibility in and control of the class. Here 
are some skills to help you communicate effectively: 

 Use clear and precise terms. Avoid use of jargon.  

 Be sensitive to student behavior and non-verbal communication in the class 

 Create equality in your classroom or laboratory. Use language that is inclusive 
and examples, which are appropriate and comfortable for everyone in the class. 

 Slow down. “Rapid fire” delivery often confuses the listener. 

 Be professional and avoid use of coarse language. 
 

Dealing with Grade Disputes 

Students have the right to be graded fairly and also to know why you gave the grade you 
did. You must be willing and ready to explain exactly the grade you did. Marking from a 
detailed marking guide or grading rubric can be used to help justify assigned grades. 
Occasionally you may make a mistake, so it is best to acknowledge it gracefully and 
correct it. However, if you are sure you marked fairly, do not allow any student to push 
you into changing his or her mark. 

Dealing with Distressed Students 

As a TA, you will often be teaching small classes, labs, or discussion groups where you 
will have the ability to get to know your students. If a student approaches you with a 
personal problem, or if you notice a student who appears to be suffering from a personal 
difficulty and shows signs of emotional distress, you should know how to respond. Some 
students may express their concerns to you as the TA can be seen as a familiar and 
approachable teacher. TAs can help by listening in a caring and attentive manner. Focus 
on listening and providing factual information. When brief, friendly interactions are not 
sufficient, and you think a student could benefit from help, encourage the student to 
contact the appropriate university service. It is not your responsibility to be a counselor 
but rather make them aware of the resources available and, if necessary, refer them to 
someone who is able to help. 

Services available include: 

 Academic advising (http://students.ubc.ca/current/advising.cfm) 

 Career services (http://students.ubc.ca/careers/) 

 Counselling services (http://students.ubc.ca/counselling/) 

http://students.ubc.ca/current/advising.cfm
http://students.ubc.ca/careers/
http://students.ubc.ca/counselling/
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 Study and research skills (http://students.ubc.ca/success/study.cfm) 

 Health and wellness (http://students.ubc.ca/health/) 

 Access and diversity issues (http://students.ubc.ca/access/index.cfm) 

 Awards, fees and finances (http://students.ubc.ca/finance/) 

 Advice relating to harassment and/or discrimination at the UBC Equity office 
(http://www.equity.ubc.ca/discrimination/index.htm) 

 
UBC Counseling services has an “Assisting Students in Distress Guide” that provides 
information on how to recognize signs of emotional distress or if a student is “at risk”, 
how to deal with emergencies, and how to maintain your own healthy personal limits 
when assisting a student with personal difficulties: 
https://facultystaff.students.ubc.ca/assisting-students-distress 

Note: Your TA Union CUPE 2278 has some concern with TAs dealing with students in 
distress and urges that you use extreme caution. You are advised that intervention may 
have legal ramifications and is usually best left to professionally qualified individuals. 

Early Alert  

Early Alert is a program dedicated to supporting student learning and success at UBC. 
Early Alert helps to achieve this goal by helping faculty, staff, and TAs provide support 
for students who are facing difficulties that put their academic success at risk. You are 
encouraged to use Early Alert if you have concerns about a student’s academic progress 
or wellbeing. Concerning behavior might include: 

 Marked decrease in academic performance 

 Marked change in mood or behavior 

 The student appears unusually withdrawn or distracted 

 Change in attendance 

 Any other behavior that indicates the student might be facing difficulties 
 

You can identify the student using the Early Alert secure online submission. Only 
specialized UBC advisors can access concerns identified by faculty, staff, and TAs and 
can recommend the most appropriate resources for students in need of support. Early 
Alert does not affect the student’s academic record. Early Alert allows faculty members, 
staff, and TAs to connect students with advisors who offer support and assistance to 
help students get back on track. More information and access to the Early Alert online 
form are available at: https://facultystaff.students.ubc.ca/systems-tools/early-alert 

Communication with the Course Instructor 

Generally, you will be working under the direction of a course instructor in your 
department who will determine the content and methods for you teaching assignments. 
It is very important that you understand the course instructor’s expectations and needs 
and conversely that you communicate with the instructor your needs as a TA. When you 
accept your teaching assignment you share responsibility for the class. 

 

 

http://students.ubc.ca/success/study.cfm
http://students.ubc.ca/health/
http://students.ubc.ca/access/index.cfm
http://students.ubc.ca/finance/
http://www.equity.ubc.ca/discrimination/index.htm
https://facultystaff.students.ubc.ca/assisting-students-distress
https://facultystaff.students.ubc.ca/systems-tools/early-alert


 32 LSI TA Training Handbook 2016-2017 

Problems with Course Supervisors 

Most problems you may have with the course supervisor can be avoided by clarifying 

expectations and responsibilities at the beginning of term (see checklist below). If 

problems do arise, most can be directly settled by discussion. Approach the supervisor 

first; if you cannot come to agreement and feel you must go to another authority, such as 

the department head, inform the course supervisor of your intentions. Authorities 

include: 

 Your Department head 

 Departmental Graduate Student Supervisor 

 Departmental Graduate Advisor 

 TA Union CUPE 2278 can be approached for advice and counseling and advice in 
confidence, especially if the TA does not feel comfortable approaching his or her 
supervisor. 

 

Checklist for TAs and Course Supervisors 

It is advisable to determine, as soon as possible, what you supervising faculty member’s 
expectations are and to establish the range of responsibilities you will have as a TA. The 
following list of responsibilities can be used to help facilitate a discussion between the 
TA and course supervisor. It is important to clarify expectations and responsibilities, as 
they will vary between courses, instructors, and departments. It is also important to 
determine how many hours you should allocate for class time, laboratories, office hours, 
preparations, grading, and other duties.  

Responsibilities may include, but are not limited to: 

Primary responsibilities 

 Working X (number of hours) per week 

 Holding office hours 

 Holding tutorials 

 Conducting review sessions 

 Assigning course grades 

 Setting up the lab 

 Demonstrating procedures or setting up demonstrations 

 Cleaning the lab 

 Keeping class records 

 Grading/providing feedback on exams 

 Attending lectures 

 Creating/selecting course materials 

 Presenting new material/lecturing 

 Leading discussions/answering questions 

 Preparing/collecting solutions to questions 

 Duplicating materials 
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Course overview 

 What are the course goals? 

 Who are the students (background with subject, level, class size, etc.)? 

 Contact information for other TAs assigned to the course 

 What is the procedure if you are to fall ill or must miss a class/lab? 

 What is the workload distribution between TAs assigned to the course? 
 

Initial tasks 

 What are you expected to do prior to the first class meeting?  

 Are you expected to attend the first class meeting? 
 

TA/Supervisor Meetings 

 How frequently will you meet with the professor/supervisor? 

 How can the course supervisor contact you (email, phone, etc.)? 

 How can you contact the course supervisor?  
 

Materials 

 How can you obtain a copy of the textbook/laboratory manual? 

 Are you responsible for putting any materials on reserve? 

 Will the course have a Connect or another internet site? Who maintains and 
monitors the site? In what way are the students expected to use it? 

 Are you expected to read all class materials and answer student questions 
regarding these materials? 

 Find out who to contact for course content problems? 
 

Class Meetings 

 How often are you expected to attend class? 

 What time are you expected to arrive? 

 What responsibilities will you have with respect to the class meeting? 
 

Office hours 

 Does the course instructor hold office hours? When and where? 

 Are you expected to hole weekly office hours? When and where? 

 How will students be notified of the location and times of your office hours? 
 

Other student contact responsibilities 

 How will students contact you? 

 Are you expected to conduct review or help sessions or tutor individuals or 
groups (beyond office hours)? 
 

Technology 
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 Are you expected to reserve, obtain, and return AV, computer, or laboratory 
equipment? 
 

Photocopying 

 Are you expected to photocopy materials for the course? 
 

Assignments 

 What kind of assignments are students expected to complete? 

 Are due dates and late-acceptance policy specified in the syllabus? 

 Who is responsible for marking schemes and grading rubrics? 

 Make sure you know the mechanism for grade complaints 

 With respect to assignments, what are your responsibilities? (i.e. preparing, 
collecting, grading/recording scores, giving feedback, instructing students about 
specific formats) 
 

Exams 

 When will exams be held? 

 Are you expected to invigilate and/or grade exams? 

 Who establishes the criteria? 

 Are you expected to bring any materials to the exam session? 
 

Administration/grading 

 What responsibilities will you have with respect to administration and grading? 
o Enforce academic misconduct rules 
o Assign grades 
o Keep class records 
o Tabulate grades 
o Fill out and/or submit grade sheets 
o Post scores/grades 

 
TA performance evaluation/feedback 

 What manner of performance evaluation can you expect? 

 When will evaluation(s) be given? 

 Will you receive copies of student evaluations of the TA’s performance? 
 

Course evaluation 

 What manner of evaluation will be conducted regarding the course and the 
instructor? 

 Who gets copies of the results? 
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II. Marking and Grading 

The following suggestions should help make the grading of lab reports easier: 

Lay out grading criteria clearly and in advance. A written statement clarifying 
what an "A" lab is, what a "B" lab is, and so on can outline teacher expectations for the 
students. It can also serve as a useful reference tool should a student have a question 
about a grade received. Likewise, policies on late lab reports should be written down and 
handed out at the beginning of the term. Again, this reduces possible 
misunderstandings and allows for easier decision-making during the term. 

Determine your policy for lateness. Some policies for lateness have included: no 
late reports accepted, late reports accepted only with valid excuse, late reports accepted 
with grade reduction penalty, and one late lab accepted without penalty during the term. 
Check with the professor of the course to see if there is a standard late policy for the 
sections. If there isn't, choose one that fits with your philosophy and apply it 
consistently throughout the term. When determining your late policy, you should also 
pay attention to when labs are due. If you are setting due dates that are difficult for 
students to meet, then you will probably have more late lab situations to address. 

When grading lab reports, read through several before making any 
comments or determining scores. This allows you to form a baseline impression 
for the class before grading individual reports. It also helps to form a checklist of criteria 
that you can refer to when grading, to ensure consistency in your marks, and to give 
students a specific understanding of what you are looking for in that report. Find out if 
there is a course-wide checklist for grading each lab to promote consistency across labs. 

When developing your criteria, decide how heavily you will weigh content 
versus form. Content refers to the substance of the report: data, results, 
interpretations, conclusions. Form refers to how the substance is presented: 
organization of material, graphs and tables, clarity of writing, and grammatical 
correctness of sentences. Many courses have a standard format which students should 
follow in doing their write-ups. Again, check with the course professor to develop a clear 
understanding of grading criteria for reports. It also helps to check with other GSIs 
teaching the same course, or with those who have taught it previously. 

Grade on thoughtful analysis, not on success at “getting the right 
answer.” As with "real" science, not all labs will work out successfully for students. In 
many labs, the report will not be graded on the success of the results, but on the 
students' interpretation of their results. Thus, students who do not get the desired 

http://www1.umn.edu/ohr/teachlearn/tasuper/respon.html
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results from an experiment, but make a thoughtful analysis of why or of what should 
have occurred, would not be penalized in their write-ups. Evidence of good 
interpretation or analysis involves identification of patterns or contradictions and a 
specific, plausible, and well-supported explanation for these results. 

Give useful and prompt feedback to students. In addition to determining a grade 
for the report, your role as a GSI involves giving useful feedback to students. You should 
make comments on lab reports and return them with sufficient time for students to 
learn from the comments before turning in their next report. When providing feedback, 
consider describing difficulties that you experienced when reading the report or using 
questions to stimulate student reflection. For example, a comment such as "Could there 
be another explanation for why your value is higher than expected?" is more productive 
than a statement such as "Not complete.” Also, when providing feedback, try not to 
overwhelm the student. Too many comments on a page can be daunting to a student 
who wants to improve. Instead, pinpoint a few key issues for each report. By spending 
extra time to provide prompt feedback and thoroughly grade the first assignment, you 
will greatly ease the grading process for the latter part of the semester. For best practices 
on grading student writing see “Responding to Student Writing–Principles and 
Practices” on page 152. 

Learning to grade is an ongoing process. As you gain experience as a GSI, you will 
develop new methods and systems for grading, and you will constantly fine-tune your 
processes. Sharing grading issues and ideas with peers can help you in this process. If in 
doubt on a grading issue, consult the appropriate senior personnel. It is difficult to alter 
grades once they are assigned. 
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III. Characteristics of an effective instructor 

 

Course Development and Design 

Effective teachers:  

 Are goal oriented; they have well articulated goals which are clearly reflected in the 

course requirements. These goals can be articulated at several levels (long-term, end-

of-semester, class-by-class).  

 Provide course outlines which are clear and indicate that the content coverage is 

suitable to the goals of the course.  

 Plan opportunities for students to use and develop critical-thinking skills that require 

them to synthesize, analyze, and evaluate a body of information.  
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 Develop course materials that enable students to learn important aspects or master 

particular skills of a discipline for both short- and long-term intellectual enrichment. 

Assessment of Student Performance  

Effective teachers:  

• Create discipline-specific tests and exams that require an appropriate level of mastery 

of the subject matter. These and other measures of learning require students to think 

critically and creatively about the course content rather than display mere memory of 

facts and concepts. Thus a good test, exam, or other evaluation can itself be a 

teaching device.  

• Require a number and variety of assignments appropriate to the level and purpose of 

the course objectives.  

• Require students to learn to read and discuss professional material in the discipline 

in the appropriate courses.  

• Require students to use writing skills in appropriate courses. 
 

Course Conduct  

Effective teachers:  

• Keep current with new developments, not only in their own area of specialization, but 

also as a part of a larger discipline. 

• Actively engage students in the material. Students regularly participate in discipline-

specific activities.  

• Are concerned about their students. They keep communication lines open through 

office hours and other formal and informal means of being available to the students. 

One faculty member put it succinctly: “Good teachers like their students”.  

• Are flexible and provide an appropriate variety of learning methods and experiences. 

They are willing to change plans, syllabi, and approaches to adjust to student needs 

and responses. They are able to do this without compromising the goals and quality 

of the course.  

• Are enthusiastic about the material they teach and try to inspire enthusiasm in the 

students. Many faculty members interviewed regarded this as the most important 

element of good teaching. 

• Require students to use critical thinking skills.  

• Have high expectations for student learning. They encourage students by setting 

challenging but achievable goals, and by showing respect for students and their 

opinions and abilities.  

• Are able to perceive numerous student misconceptions, and teach in a manner that 

challenges them.  

• Maintain a degree of humility. As one put it, they take their subjects seriously, but not 

themselves. Many adopt the role of fellow learners along with their students. Others 

point out that a teacher who “knows it all” can do students a disservice by keeping 

them from exercising their own minds. 
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IV. Giving constructive feedback  

The aim of any feedback is to inform the students about the strengths of their work and 

to identify areas for development in future work. So, in setting both the criteria and any 

kind of feedback format, focus on giving students feedback that will help them in the 

future and enable them to understand why they got the mark they did. (It is worth 

giving some thought as to whether the 'future' might mean their next course essay, exam 

preparation or preparing detailed ideas to come through well in a forthcoming interview 

for getting on to a higher degree). It is essential that feedback is given in a sincere, 

honest, and constructive manner in order to not be harmful to the student or discussion 

atmosphere. The following components of effective feedback help to support student 

learning and foster reflexive teaching practices. 

Make sure that your feedback is timely. There is plenty of research evidence that 

indicates that the closer the feedback is to the actual doing of a piece of work, the more 

the student can learn from it. 

Qualities of Effective Feedback: 

Feedback should be Objective rather than evaluative. 

 Limit descriptions to what was said and done, or how it was accomplished. Avoid 

assumptions about motive or intent. By avoiding evaluative language, students are 

less likely to react defensively. 

Feedback should be Constructive. 

 Providing a positive learning environment, where students can feel comfortable when 

making mistakes is important. Constructive feedback builds on individual strengths 

and provides ideas for the individual to continue improving on his or her own skills. 

For example, following an unorganized student presentation, feedback from the TA 

should not focus on how unorganized the ideas were, but instead should focus on a 

strength followed by some ideas on how to improve the presentation. For instance, 

you might say "you are a well spoken presenter, perhaps in future presentations you 

might consider providing an outline of your ideas during the introduction. This may 

assist the audience in following your presentation." 

Feedback should be Specific rather than general. 

 To be told that one is 'dominating' is not as useful as being told that "in the discussion 

that just took place, you did not incorporate any of the other ideas into the initial 

suggestion and I felt forced to accept your arguments." Focus on specific ideas that 

the student can work on and with. 

Feedback should focus on Changeable Behaviours. 

 Focus on what the person does rather than on what you imagine he or she is (for 
example, nervousness). For example, you could say "I noticed that you spoke a lot 
about the inadequacy of the old evaluation system but made no contribution towards 
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a possible solution," rather than "you're a cynic." The former allows for a possibility of 
change while the latter implies a fixed behavioural trait. 
 

Giving verbal feedback 

Focus on working with the students to enable them to verbalise their understanding and 

misunderstandings. Here are a few pointers on how you might approach giving verbal 

feedback: 

 Encourage the student to ask questions. 
 Invite them to paraphrase: What did they really mean to say? How do they 

understand the question? 
 Invite them to react ... Do they think your analysis is fair? (NB Be clear this is an 

opportunity for clarification, not negotiation over marks!) 
 Check out student assumptions about assessment, especially with students who have 

studied in universities elsewhere (you may find it useful to ask if you can see some 
previous work). What have they been expected to do in the past?  

 Where necessary, refer students for special support.  
 

Giving written feedback 

 Feed forward – give feedback that the student can use to develop and improve. 
 Say why something is a problem, not just what the problem is. For example, perhaps 

especially on quantitative subjects, you might want to draw their attention to a 
method or concept (such as Lagrangian optimisation, partial differentiation). You 
might also want to give the student a reference to a book or other source, with a 
precise suggestion to look at a few identified pages or short sections. 

 If something is worrying you, check it out. For instance, do you suspect the student is 
dyslexic? Has shared work? Has plagiarised work from printed or web-based sources? 

 Clearly link the grade and the comments you make. 
 Indicate how they could most readily improve their grade and help them prioritise. 
 Clarify whether you are giving your opinion or stating fact/theory. 
 Write feedback they will understand – use appropriate language and ensure it is 

legible. 
 Be clear about the annotation you put on their work. Avoid using single words or 

general phrases like "more discussion", "literature", "references", and instead 
consider how students can learn from your comments and do better next time, for 
instance by writing "You need more literature here, eg … " (and give examples of the 
sort of literature you mean). 
 

And wherever possible, be clear about whether you are: 

 Correcting mistakes (NB for dyslexic students, comment on strengths and avoid 
emphasising known weaknesses, such as spellings or poor structure); 

 Helping them improve on presentation/style (don't feel you have to correct every 
detail); 

 Getting them to understand the question; 
 Giving encouragement/praise. 
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V. Building a Rubric  

Scoring Rubrics 

Rubrics (or "scoring tools") are a way of describing evaluation criteria (or "grading 

standards") based on the expected outcomes and performances of students. Typically, 

rubrics are used in scoring or grading written assignments or oral presentations; 

however, they may be used to score any form of student performance. Each rubric 

consists of a set of scoring criteria and point values associated with these criteria. In 

most rubrics the criteria are grouped into categories so the instructor and the student 

can discriminate among the categories by level of performance. In classroom use, the 

rubric provides an "objective" external standard against which student performance 

may be compared 

Why use the rubrics? 

Has a student ever said to you regarding an assignment, "But, I didn't know what you 

wanted!" or "Why did her paper get an 'A' and mine a 'C?'" Students must understand 

the goals we expect them to achieve in course assignments, and importantly, the criteria 

we use to determine how well they have achieved those goals. Rubrics provide a readily 

accessible way of communicating and developing our goals with students and the 

criteria we use to discern how well students have reached them. 

What is a rubric? 

Type of 
Rubric 

Definition Advantages Disadvantages 

Holistic or Analytic: One or Several Judgments? 

Analytic  Each criterion 

(dimension, 

trait) is 

evaluated 

separately. 

 Gives diagnostic information 
to teacher. 

 Gives formative feedback to 
students. 

 Easier to link to instruction 
than holistic rubrics. 

 Good for formative 
assessment; adaptable for 
summative assessment; if 
you need an overall score for 
grading, you can combine the 
scores. 

 Takes more time to score 

than holistic rubrics. 

 Takes more time to 

achieve inter-rater 

reliability than with 

holistic rubrics. 

http://ctlt.ubc.ca/files/2011/05/Ta-handbook.pdf
http://www.lse.ac.uk/intranet/staff/teachingAtLSE/graduateTeachingAssistantsHandbook/section4/givingFeedbackOnPresentations.aspx
http://www.lse.ac.uk/intranet/staff/teachingAtLSE/graduateTeachingAssistantsHandbook/section4/givingFeedbackOnPresentations.aspx
https://www.uwo.ca/tsc/resources/resources_graduate_students/ta_handbook/giving_effective_feedback/components_effective_feedback.html
https://www.uwo.ca/tsc/resources/resources_graduate_students/ta_handbook/giving_effective_feedback/components_effective_feedback.html


 41 LSI TA Training Handbook 2016-2017 

Holistic  All criteria 

(dimensions, 

traits) are 

evaluated 

simultaneously. 

 Scoring is faster than with 
analytic rubrics. 

 Requires less time to achieve 
inter-rater reliability. 

 Good for summative 
assessment. 

 Single overall score does 

not communicate 

information about what 

to do to improve. 

 Not good for formative 

assessment. 

 

 

For most classroom purposes, analytic rubrics are best. Focusing on the criteria one at a 

time is better for instruction and better for formative assessment because students can 

see what aspects of their work need what kind of attention. Focusing on the criteria one 

at a time is good for any summative assessment (grading) that will also be used to make 

decisions about the future—for example, decisions about how to follow up on a unit or 

decisions about how to teach something next year. 

Assessment Purposes 

 To improve the reliability of scoring written assignments and oral presentations 

 To convey goals and performance expectations of students in an unambiguous way 

 To convey "grading standards" or "point values" and relate them to performance 

goals 

 To engage students in critical evaluation of their own performance. 

 

Limitations 

The problem of criteria: One challenge (or potential limitation) in developing and using 

rubrics is that of describing performance expectations, and defining the criteria that 

differentiate several levels of performance. Quantitative descriptors may be helpful in 

differentiating among performance levels, e.g., "provide 2 examples of evidence that 

support the conclusion...," or "zero grammatical errors". Whereas variables such 

as vague or concise, must be described clearly so that students see the differences 

between a statement that is vague and a statement that is concise. By carefully 

describing our performance expectations and defining the criteria we use to differentiate 

levels of performance, our role as evaluators becomes easier, more informative, and 

more useful to our students and us. 

The problem of practice and regular use: No assessment tool is effective if it is not used 

on a regular basis. Rubrics are most effective when we practice using them with our 

students over and over again. Developing effective rubrics requires revision based on 

feedback from students. The best rubrics are products of an iterative effort. 
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Why are rubrics important? 

 

Rubrics help teachers teach 

To write or select rubrics, teachers need to focus on the criteria by which learning will be 

assessed. This focus on what you intend students to learn rather than what you intend 

to teach actually helps improve instruction. 

Rubrics help coordinate instruction and assessment 

Most rubrics should be designed for repeated use, over time, on several tasks. Students 

are given a rubric at the beginning of a unit of instruction or an episode of work. They 

tackle the work, receive feedback, practice, revise or do another task, continue to 

practice, and ultimately receive a grade—all using the same rubric as their description of 

the criteria and the quality levels that will demonstrate learning. 

Rubrics help students learn 

The criteria and performance-level descriptions in rubrics help students understand 

what the desired performance is and what it looks like. Effective rubrics show students 

how they will know to what extent their performance passes muster on each criterion of 

importance, and if used formatively can also show students what their next steps should 

be to enhance the quality of their performance. This claim is backed by research at all 

grade levels and in different disciplines. 

Rubric Development Guidelines 

 Examine an assignment for your course. 
 Outline the elements or critical attributes to be evaluated (these attributes must be 

objectively measurable). 
 Create an evaluative range for performance quality under each element; for instance, 

“excellent,” “good,” “unsatisfactory.” 
 You can reinforce a developmental approach by students by using a developmental 

scale in your rubric, like “Beginning”, “Emerging” and “Exemplary.” 
 Add descriptors that qualify each level of performance: 
 Avoid using subjective or vague criteria such as “interesting” or “creative”; instead, 

outline objective indicators that would fall under these categories. 
 The criteria must clearly differentiate one performance level from another. 
 Assign a numerical scale to each level. 
 Give a draft of the rubric to your colleagues and/or TAs for feedback. 
 Train students to use your rubric and solicit feedback; this will help you judge 

whether the rubric is clear to them and will identify any weaknesses. 
 Rework the rubric based on the feedback. 
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Excerpt scoring guide for lab report  

Title (2 marks) 

0 No title, or too vague. e.g. "Lab report", "Free Recall", etc. 

1 Too long, or does not identify the independent and/or dependent variables. 

Contains superfluous phrases, such as "An investigation into.." or "An 

experiment on..." 

2 Identifies the independent and/or dependent variables, not too vague or too 

long, encapsulates the purpose of the report well 

Abstract (10 marks) 

0-5 No abstract at all, or an inappropriate abstract (e.g. far too long or fails 

completely to adequately and accurately summarize the study). 

5-6 The material is mostly relevant, but has been set out in a confused or 

disorganized way 

7 Written correctly, but has missed out something, e.g. the implications of the 

results. 

8-10 Clear and succinct (150 words at most) summary of the aims, methods, 

results and conclusions of the study. Includes all the necessary information, 

and is well written 

Introduction (20 marks) 

0 Section missing completely. 

0-10 Very short and skimpy, with no attempt to include any references to relevant 

theoretical and empirical work. 

10-11 Has included everything that was in the relevant handout, but elements are 

missing e.g. no justification for the study, no extra reading, poor structure, no 

hypotheses 

12-14 Has included everything that was in the relevant handout, and some evidence 

of extra reading, but the structure isn't very clear and appears disjointed. OR 

it is well written, but shows no evidence of any extra reading. 

15-20 Clearly written, well structured, with evidence of relevant extra reading, flows 

well. Identifies the main aims, and ends with a clear outline of the study's 

hypotheses. Also has something novel in it, compared to the handouts that 

were supplied, and includes the rationale for performing the study 

Method (20 marks) 

0-10 One or more sub-sections (e.g. participants, design, apparatus or procedure) 

are missing, confused, or parts are included under the wrong sub-section 

10-11 Somewhat confused and bits are missing within subsections. Parts have been 

included under the wrong headings 

12-14 Good structure, but some relevant information has been omitted. 

15-20 Contains all of the relevant information about the methods used; clearly and 

systematically described in such a way that a naive reader could replicate the 

study from this description. Correctly describes the formal design of the 
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study, including an accurate specification of the independent variable(s) and 

dependent variable(s) used. 

Results (20 marks) 

0-10 Has graphs or tables, but without any accompanying written explanation. OR 

has some writing, but no tables or graphs. 

10-11 Does not appear to have understood the results. No graphs, or graphs are in 

the wrong place (e.g. in an appendix). Only skimpy or inaccurate explanations 

supplied. Ha included irrelevant graphs, or has included the raw data in the 

results section. 

12-14 Standard deviations or standard errors missing from tables or graphs, 

figures/tables labeled incorrectly. Does show some understanding, and has 

presented the information in a logical format. 

15-20 Logical and clear presentation of relevant descriptive and inferential 

statistical results. Clear, well-labeled figures and tables, with a clear 

accompanying written description of what they show, in the context of the 

study. 

Discussion (20 marks) 

0-10 Skimpy (e.g. one paragraph) with no attempt to relate results to relevant 

theoretical and empirical research. 

10-11 Poor structure, things in the wrong order, shows little understanding of what 

the study was about, what the results mean, or how they relate to previous 

work. 

12-14 Poor structure, but contains the essential elements. OR the structure is good, 

but elements are missing. 

15-20 Clear summary of main results, followed by a successful attempt to relate the 

findings to relevant previous theoretical and empirical research. Intelligent 

evaluation of the strengths, weaknesses and limitations of the study that was 

performed, and sensible suggestions for possible improvements and 

extensions to it. Well organized and clearly written 

References (6 marks) 

Maximum marks will be awarded if the references in the text and in the reference list 

conform in all respects to the formatting conventions laid out in the 5th edition of the 

American Psychological Association's Publication Manual.  

References in the text should consist of author(s) surnames (no initials) and date only; 

references in the reference list should be full references, in alphabetical order. 

References in text and reference list should match i.e. there should be no missing 

references. 

Appendices (no marks):  

All appendices should be included: copies of handouts, SPSS printout or other 

evidence of work where appropriate, etc. 
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VI. Diversity in the Classroom  

Students, faculty members, and TAs are becoming more and more diverse with 

increasingly varied experiences and backgrounds. This diversity should be celebrated as 

it allows for collaboration between individuals that may view problems from differing 

perspectives, leading to unique and fruitful ideas and solutions. Diversity can, however, 

lead to challenges for instructors and TAs. Language or cultural differences can make 

communication challenging, while biases and stereotypes may interfere with student 

learning.  

Research has clearly demonstrated that priming negative stereotypes is detrimental to 

the performance of the stigmatized individuals. This phenomenon is known as 

stereotype threat. Steele and colleagues (1,2,3) hypothesize that the stereotypes reduce 

performance by adding concern that poor performance of the individual would confirm 

the negative social stereotypes of the stigmatized group as a whole. In support of this 

theory, it has been shown that men outperform women on math tests when the women 

are told that the test has shown gender differences in the past. However, when the test is 

presented as being “gender fair” men and women perform equally (4). Similarly, white 

males perform more poorly on math tests when they believe that they will be compared 

to the performances of Asian males (5). It has further been shown that stereotype threat 

not only reduces performance, but actually lowers the working memory capacity of the 

stigmatized group (6). 

In Barbara Gross Davis’ book Tools for teaching, she writes: “there are no universal 

solutions or specific rules for responding to ethnic, gender, and cultural diversity in the 

classroom… perhaps the overriding principle is to be thoughtful and sensitive…” (7). 

Below are several recommendations from her book:  

 Recognize any biases or stereotypes you may have  

 Treat each student as an individual and respect each student for who he or she is  

 Try to be sensitive to terminology that refers to specific ethnic and cultural groups as 
it changes  

 Convey the same level of respect and confidence in the abilities of all your students 
  

The UBC centre for intercultural communications also outlined the following 

agreements/principles to guide our conversations:  
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 Suspend judgement/certainty  

 Notice and question our own judgements and bias  

 Ask for clarification before assuming another’s intent  

 Speak for oneself, not on behalf of others 

 Share talk time. Respect one another and allow others to finish before you speak. 

 Be curious, seek to understand rather than persuade 

 Invite and honour a diversity of opinions  

 Call people and groups by names they prefer  

 Share other peoples’ stories but without identifying names  

 Accept and expect non-disclosure  
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VII. Teacher-Centered vs. Learner-Centered teaching 

Teaching Pedagogies 

Pedagogy is the art and science of teaching. Effective teachers use a variety of teaching 
strategies, as there is no single, universal approach that suits all situations. Different 
strategies used in different combinations with different groupings of students will 
improve learning outcomes. 
 
Teacher-centered vs. Learner-centered teaching 
 
Teacher-centered 
 

 Teaching is a flow of information from educator to learner 

 Knowledge is static and can be transferred 

 Information given by the instructor should not be questioned or challenged by 
the learner 
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Learner-centered 
 

 Teaching is providing opportunities to work with content and construct meaning 

 Knowledge is constructed within the learner 

 Instructor provides some guidance, but allows students to learn from their own 
discoveries 

 
Research shows that learner-centered teaching is better independent of instructor, type 
of learner-centered activity, student capabilities, and exam variations. TAs should work 
towards shifting to a learner-centered approach. Examples of learner-centered teaching 
include: 
 

 iClickers 

 invention activities 

 Socratic questioning 
 

While it might seem straight forward, the learner-centered approach is difficult in 
practice and is far from the norm. One method that can be used to shift teaching 
methods toward a learner-centered environment is through the use of Socratic 
questioning. 
 
Socratic questioning 

Socratic questioning is at the heart of critical thinking and involves leading a person to 
knowledge through small steps. The overall purpose is to challenge accuracy and 
completeness of thinking in a way that acts to move people towards their ultimate goal. 
Teaching by questioning leads to an interactive and collaborative mode that helps keep 
the focus on the students and increase student learning. One should never answer the 
“Is this right?” question as this question indicates that the student has not yet learned to 
learn. The question also attempts to place the responsibility for the answer on the TA 
and not the student. It offers an opportunity to use Socratic questioning.  
 
The Socratic process has 6 steps of questioning: 
 

1. Conceptual clarification questions 

 How does this relate to our discussion? 

 Why are you stating that? 

 Can you give me an example? 
 

2. Probing assumptions 

 What would happen if…? 

 How can you verify or disprove? 

 How did you choose those assumptions? 
 

3. Probing rationale, reasons, and evidence 

 How do you know this? 
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 What do you think causes…? 

 What evidence is there that supports…? 
 

4. Questioning viewpoints and perspective 

 What are alternative ways of looking at this? 

 What are the strengths and weaknesses of…? 
 

5. Probe implications and consequences? 

 How does… fit with what our experience tells us? 

 What generalizations can we make?  

 What are the consequences of this assumption? 
 

6. Questions about the question? 

 Why do you think I asked the question? 

 What does… mean? 

 What is the point of the question? 
 
Key guidelines for questioning 

Sometimes students do not have the answers to your questions. They may get frustrated 
and just want you to give them the answer. Some tips to ensure that learning happens 
include: 
 

 Ask one question at a time, avoid yes/no questions 

 Wait for a response, 5-10 seconds 

 Paraphrase or use a follow-up question 

 Project a positive attitude 

 Look at the person or class directly 

 Listen attentively 

 Be complimentary, find and reinforce the logical reasoning behind answers 

 Try to be at eye level with the students 
 
 

VIII. TA evaluation 

There are two types of teaching evaluations – summative and formative. Summative 

evaluations are facilitated by the course instructor at the end of term to evaluation your 

performance over the course. These questionnaires give an overview of your teaching 

over the term and are useful in helping you prepare for the next course you TA. The 

disadvantages of the summative evaluation are that the questionnaires are not usually 

course specific and therefore ask very general questions, and you must wait until the end 

of term to receive feedback. Due to these weaknesses, it is recommended that you 

implement formative evaluations throughout your TAships.  

Formative evaluations are done mid-term and can therefore be used to improve your 

teaching skills throughout the course. You can receive formative evaluations from 
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several sources, including: yourself, your students, your colleagues, and your supervisor. 

Below are some methods you can use to receive formative evaluations from these 

sources.  

Yourself  

As a new or even experienced TA, class time can sometimes feel chaotic and stressful. 

Under these circumstances, it can be difficult to be aware of and to reflect upon your 

performance, making you question whether or not you are in effective teacher. This is 

why it may be useful for you to complete the checklist below after each class:  

 
During this class, how 
well did I… 

Not very 
well 

Moderately 
well 

Well Very well Not 
applicable 

Hold the students’ attention? 
 

     

Summarize the main points? 
 

     

Give clear instructions? 
 

     

Answer students’ questions? 
 

     

Keep the material relevant? 
 

     

Use Socratic questioning? 
 

     

Use learner-centred teaching? 
 

     

Clarify confusing topics? 
 

     

Demonstrate lab activities? 
 

     

Remain patient when 
students’ lack understanding? 

     

Keep my lessons on time? 
 

     

 

Your students  

Regular feedback from your students can help you improve on your teaching skills by 

identifying areas of weakness. Similar to summative evaluation, this can be done using 

short, three to five question assessments. If you do not run your own lab or tutorials, 

you will need to discuss distribution and completion of the questions with the course 

instructor. Below are some example questions of a teacher-designed evaluation mini 

form developed by Patricia Cross and Thomas Angelo (1988).  
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How useful are group discussion questions in helping you understand 

confusing topics? 

0 1 2 3 4 5 
Not useful     Always 

useful 
Suggestions for improving group discussion questions: 

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________ 

 

How useful did you find the midterm review session for preparing for the 

exam? 

0 1 2 3 4 5 
Not useful     Always 

useful 
Suggestions for improving exam review sessions: 

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________ 

 

How useful did you find the TA’s answers on the online discussion board? 

0 1 2 3 4 5 
Not useful     Always 

useful 
Suggestions for improving online answers: 

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________ 

 

How clear were the TA’s instructions during the lab? 

0 1 2 3 4 5 
Not useful     Always 

useful 
Suggestions for improving lab-related instructions: 

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________ 
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Another format that you could use to gain feedback from your students is the stop-start-

continue method. This allows you to get feedback from your students quickly, without 

taking up too much class time, and without requiring too much effort on their part. 

Simply ask the students to write down three things on a piece of paper, what would they 

like you to stop doing, start doing, and continue doing. Below is an example of the type 

of information that can be gained from this exercise.  

 Stop Start Continue 
Student 
1 

Talking too fast Asking if you have 
answered the question 
before moving on  

Being happy and 
enthusiastic  

Student 
2 

Coming late to office 
hours 

Giving more 
explanation about why 
things are wrong when 
grading 

Going over homework 
questions at review 
sessions  

Student 
3 
 
 

Being unclear about 
why we got marks off  

Speaking a little slower  Giving study tips  

 

Your colleagues  

An experienced TA, especially one that has TAed your course before, can provide useful 

feedback on your teaching. If you would like to be partnered up with a senior TA for an 

evaluation, please contact the TATP administrators at lsi.tatablog@gmail.com. If you 

give tutorials as part of your TAship, the senior TA can be scheduled to sit in and 

conduct an evaluation. Likewise, if you TA a lab course, the senior TA can give feedback 

on your lab instruction and supervision. Finally, if you would like an evaluation of your 

written feedback, you could provide the senior TA with some examples that they can go 

over with you (make sure the students’ names and numbers remain anonymous).  

In addition, UBC’s centre for teaching, learning and technology (CTLT) runs a graduate 

peer review of teaching program. Two qualified peer reviewers will be selected, and they 

will be sent to evaluate your teaching practices. For more information on this program, 

please visit http://ctlt.ubc.ca/programs/all-our-programs/graduate-formative-peer-

review/peer-review-of-teaching-for-graduate-students/. 

 

Your supervisor  

It is good to get regular feedback from the course instructor, but it may be hard to find 

the opportunity to do so. To facilitate this, you can provide the instructor with short 

questionnaires about your performance throughout the term. Below are some examples 

of questions you may want to ask the instructor. 

  

http://ctlt.ubc.ca/programs/all-our-programs/graduate-formative-peer-review/peer-review-of-teaching-for-graduate-students/
http://ctlt.ubc.ca/programs/all-our-programs/graduate-formative-peer-review/peer-review-of-teaching-for-graduate-students/
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How effective is my written feedback on papers that I graded?  

How well do I stick to the grading rubric?  

How can I improve my instruction during lab time?  

 

If you would like more help constructing your formative evaluation tools, please contact 

the TATP administrators at lsi.tatablog@gmail.com. 
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Using UBC Connect 
What is connect?  

Connect is UBC’s online Learning Management System (LMS) on the Blackboard Learn 

9 platform. Features of the system include an intuitive interface, communication tools 

that allow students and instructors to reach each other, opportunities for student 

engagement and collaboration, notification dashboards, online quizzes, and efficient 

grading with grading rubrics.  

 

How do I get started?  

The platform is automatically available to all instructors teaching courses listed in the 

UBC course calendar. You can log in with your CWL at connect.ubc.ca. If you are 

required to use Connect as part of your TAship, the course instructor will have you 

added as an instructor or administrator. Blackboard, the company behind Connect, also 

has extensive resources on their website to help you get started at https://en-

us.help.blackboard.com/Learn/9.1_Older_Versions/9.1_2014_and_2015/Instructor.  

 

What support is available?  

If you are unsure about something on Connect, the course instructor should be able to 

help you. If not, support is also available from UBC’s Learning Technology Hub 

(http://lthub.ubc.ca/guides/connect/ ) and faculty support units 

(http://lthub.ubc.ca/support/faculty-units/ ).  Workshops are also available through the 

Centre for Teaching, Learning and Technology’s (CTLT) Learning Technology Institute 

(http://ctlt.ubc.ca/programs/all-our-programs/learning-technology-institute-lti/ ) and 

the Connect Institute (http://institute.ctlt.ubc.ca/ ). Keep an eye on the events calendar 

for other great resources from CTLT. 

 

 

 

 

 

 

 

 

 

https://en-us.help.blackboard.com/Learn/9.1_Older_Versions/9.1_2014_and_2015/Instructor
https://en-us.help.blackboard.com/Learn/9.1_Older_Versions/9.1_2014_and_2015/Instructor
http://lthub.ubc.ca/guides/connect/
http://lthub.ubc.ca/support/faculty-units/
http://ctlt.ubc.ca/programs/all-our-programs/learning-technology-institute-lti/
http://institute.ctlt.ubc.ca/
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Additional Resources 
 

Teaching Assistant Training Advisory Blog (TATAblog) 

 

www.blogs.ubc.ca/tata 

The TATAblog was developed by the LSI TA training program (TATP). It provides 

additional resources to enhance your teaching skills, blog posts to keep you going 

throughout the term, as well as the course notes presented at the TATP workshop.  

For more information, please visit the website listed above, or email us at 

lsi.tatablog@gmail.com. 

 

Centre for Teaching, Learning, and Technology (CTLT) 

 

www.ctlt.ubc.ca 

The CTLT offers programs for professional development in teaching, learning, and 

integration of technology into teaching and learning. The CTLT offers programs 

specifically designed for graduate students and TAs. The program consists of 

workshops, seminars, and one-on-one coaching on teaching. They offer support to 

departmental TA training programs such as this one,  

The CTLT also offers an Instructional Skills Workshop (ISW) for graduate students at 

UBC interested in developing and enhancing their teaching skills. The workshop is 24 

hours of instruction over two weekends. It consists of teaching practice, theory 

application, and sessions specifically designed for TAs and graduate students at UBC. 

During the session, attendees have to opportunity to teach three short lessons and 

receive feedback from peers. The ISW is on high demand with waitlists ranging from 

80-100 per session. Waitlist registration opens approximately 4-6 weeks before each 

session. After completion of the workshop, attendees are awarded a Certificate of 

Completion and will receive an entry on their transcripts indicating participation.  

As described in the TA evaluation section of this handbook, the CTLT also offers a 

Graduate Peer Review of Teaching program.  

The CTLT also offers their own TA handbook at http://ctlt.ubc.ca/files/2011/05/Ta-

handbook.pdf . A link is also provided on the TATAblog website. 

For more information, please visit the website listed above.  

 

 

file:///C:/Users/Kirstin/AppData/Local/Temp/www.blogs.ubc.ca/tata
file:///C:/Users/Kirstin/AppData/Local/Temp/www.ctlt.ubc.ca
http://ctlt.ubc.ca/files/2011/05/Ta-handbook.pdf
http://ctlt.ubc.ca/files/2011/05/Ta-handbook.pdf
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Biology TA Training Program (BioTAP) 

 

www.blogs.ubc.ca/biotaprod 

The BioTAP offers seven professional development sessions held throughout the year 

and is open to any graduate students in the faculty of science. A BioTAP certificate will 

be awarded following completion of five out of the seven sessions listed below.  

1. TA orientation 

2. Facilitation strategies for effective learning  

3. Marking: survival skills 

4. Challenges and rewards of teaching: where do we go from here?  

5. Expand your teaching skills: try something new 

6. Promotive inclusivity in the classroom  

7. Best practices in teaching  

For more information, visit the website listed above.  

 

 

 

  

file:///C:/Users/Kirstin/AppData/Local/Temp/www.blogs.ubc.ca/biotaprod

