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Duties of TA
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This leaflet contains important information on
TA such as its purpose, roles and obligations, so
that graduate students who are about to engage
in educational assistant work as TA pursue their
duties with a shared awareness and that the
efficient and effective operation of the TA system

is facilitated.

vy Doshisha University
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= Main Roles of TA
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Purpose of TA System
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TA is the abbreviation of Teaching Assistant. TAs at Doshisha University are
graduate students employed by the university on a yearly basis, to engage
in paid assistant work that requires specialized knowledge in educational
activities related to regular courses. The TA system at Doshisha University
offers outstanding graduate students opportunity to gain teaching experience
s0 as to encourage their independence as a teacher, researcher or specialist
in other areas.

@Provide learning guidance and consultation to students
@Assist seminar management

@ lnstruct, assist and give advice in lab work

@ Preparation of teaching materials used in class

@ Assist faculty development activities

©Assist invigilators at final and other examinations

@ Assist marking examinations and papers

(@ 0Other assistant work in education deemed appropriate by your supervisor
3% Duties vary with each graduate school, supervisor or course. Speak with your supervisor in advance to

make sure you know the details of your duties.
3% For more details on the duties of TA, see the “Duties Assigned to TA” on the last page.
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3%TAs may not work concurrently as RA (R h Assi
Working concurrently as LA (Learning Assistant) is possible.

Activity Support Staff".

Employment Procedure

Students appointed as TA must submit the “Consent to Work as TA” form upon
hearing from the office of their affiliated faculty / graduate school. In addition,
register the payroll bank account (for all the newly-appointed students) and submit
the Application for (Change in) Exemption for Dependents of Employment Income
Earner (only for those who want) on the Payroll System. For more details, follow
the instructions of the office of your affiliated faculty / graduate school.

Submission of “TA Time Sheet and Work Report”

Submit the “TA Time Sheet and Work Report” to the office of your affiliated faculty
/ graduate school every month you worked, after obtaining your supervisor’s seal
for approval. How to submit it and deadline vary with each faculty or graduate
school, so follow the instructions of the office of your affiliated faculty / graduate
school.

After Your Appointment Period

After the period of your appointment ended, submit the self evaluation
questionnaire to your supervisor. For details, follow the instructions of your
supervisor.

Standard period of appointment of TA is one of the following.

Period of © Year-long COUrSe ............ From April 1 to March 31 of the following year
Appointment @ Spring Semester course ... From beginning to end of Spring Semester
and © Fall Semester course ....... From beginning to end of Fall

Work Hours

Work hours must not exceed 6 hours per day and 12 hours (6 classes)
per week. For those working also as LA, hours working as TA and LA are
calculated together and must not exceed the above numbers.




Obligations of TA
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TAs engage in educational activities while being a student
themselves. For appropriate and smooth performance of
their duties, TAs must observe the following items.
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Check your work contents with your supervisor in advance.

Read the syllabus in advance to understand the content, objectives
and policy of the course.

Contact your supervisor before every class to understand the class
content etc. and be aware of how to handle the equipment used in
class.

While assisting experiments and practical training, ensure safety
of students by telling them how to handle lab equipment and
hazardous materials in advance.

Do not be late for or absent from work without consent of your
supervisor.

Keep in regular contact with your supervisor and consult with him/
her if you feel the content or the amount of work is inappropriate.
As someone engaging in education, behave in a moderate and
appropriate manner in front of students.

Handle personal information of students with care. Do not bring
students’ personal information that you obtained through work
outside the university nor use it outside your work as TA.

Strive to prevent campus harassment.

What is Campus Harassment?
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Campus harassment refers to all kinds of harassment occurring in the
university campus, such as the following.

Physical contact, sexual violence or
sexual jokes etc.

Abuse of authority by supervisors/
superiors that result in bullying
behavior on students, faculty or staff

Campus harassment may take diverse forms on campus. While there
may be cases that are difficult to judge due to individual feelings
and perceptions, any person should refrain from using language and
behavior that would lead the other person to feel victimized, or that
he/she would find unacceptable if he/she were in the other person's
position. As personnel engaging in education, TAs should strive to
prevent campus harassment.
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If you have any concerns about TA duties...
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Consult with your supervisor. If you find it difficult to consult with your
supervisor, contact the faculty / graduate school office.
(Your privacy will be protected so do not hesitate to seek help.)
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Doshisha University Center for Learning Support and Faculty Development

TEL:(075)251-3277 FAX:(075)251-3025
Mail:ji-kyoik@mail.doshisha.ac.jp HP:https://clf.doshisha.ac.jp/

Duties Assigned to TA

Assist planning course schedule

Assist gathering materials used in class

Assist making teaching materials (contents organized by supervisor)
Print out teaching materials

Distribute teaching materials

Assist making paper assignments

Distribute the question sheets and collect the answer sheets (in the final exam)
Assist invigilators

Collect papers and assignments

Organize examination sheets, papers and assignments (only when students' scores cannot be seen)
Assist marking examination sheets, papers and assignments (only when students' scores cannot be seen)
Collect and organize submissions from students

Roll call (distribute and collect attendance slips)

Transfer attendance and absence to attendance sheet

Prepare and put away devices used in class

Assist operation of devices in class

Assist management and operation of webpage for class

Assist management and operation of class mailing list

Assist management and operation of e-class

Participation in presentation discussions in seminars

Discussion leader in seminars (including operation of sub-seminar)
Advice on writing essays and papers

Advice on gathering materials

Advice on survey and research methods

Advice on preparing presentation outlines

Advice to students on their questions

Answer student requests

Advice to students on how to operate information devices

Assist leading students during off-campus training and seminar study camp
Meeting with a guest speaker

Liaison between students and faculty

Assist experiment preparation (et up and put away lab equipment, make test samples, etc)
Assist experiment instruction (explain how to use lab equipment and content of experiment)

Assist seminar instruction (assistant work in class such as advising how
to solve a seminar question, based on directions of seminar instructor)

%The above are examples of duties that may be assigned to TA. Duties vary with each
graduate school or supervisor, so be sure to check your duties with your supervisor.
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