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The Responsib i l i t y  o f  a Teacher  
As t eachers of  mat hemat ics, we assume a great  

responsibilit y. We may signif icant ly alt er t he mat hemat ical 
at t it udes or compet ence of  our st udent s, in eit her a posit ive or 
negat ive manner. We will be dealing wit h st udent s in many f ields, 
and our t eaching at t it udes and abilit ies are a serious mat t er. 
Fut ure engineers, biologist s, economist s, physicist s, chemist s 
and ot hers ( in part icular, mat hemat icians)  need t o underst and 
and apply mat hemat ics t o t heir disciplines. This involves much 
more t han simply solving st andard problems wit h st andard 
t echniques. It  means t hey must  learn t o t hink mat hemat ically. 
For example, a biologist  needs t o know t hat  derivat ives are rat es 
of  change, not  just  how t o comput e t hem. 

It  is import ant  t hat  we t each as well as we possibly can. 
This calls for a deeper underst anding of  t he subject  mat t er t han 
simply being able t o solve problems correct ly. It  calls for an 
underst anding of  t he nat ure of  st udent sÕ dif f icult ies, act ual and 
pot ent ial, and t he abilit y t o encourage st udent s t o express t heir 
dif f icult ies wit hout  shyness or fear of  ridicule. We must , in 
addit ion, f ind creat ive ways t o increase t he st udent sÕ under-
st anding. Simple repet it ion, for example, may not  be ef fect ive. 
We must  f ind alt ernat ive quest ions and explanat ions which lead 
t he st udent s t o great er insight . 

One might  feel t hat  t he responsibilit y of  being bot h a 
Teaching Assist ant  and a graduat e st udent  is t oo great . 
However, Teaching Assist ant s have been successfully involved in 
graduat e educat ion for many years, and t he ef fort  direct ed 
t oward ef fect ive t eaching has many rewards. First  of  all, t eaching 
becomes easier wit h t ime. By consciously employing ef fect ive 
t echniques in our t eaching, we make t hese t echniques part  of  
our nat ural repert oire. This is not  t o say t hat  our t eaching 
capabilit ies reach a maximum level, for t here is always room for 
improvement . It  simply means t hat  t he ef fort  required t o t each 
ef fect ively is diminished, while t he enjoyment  comes in many 
forms: respect , grat eful evaluat ions f rom st udent s, t he 
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experience of  working wit h ot her people, and t he pride in 
knowing t hat  one has cont ribut ed t o t he enlight enment  of  ot her 
people. In addit ion, t he need t o explain a part icular t opic of t en 
leads t o a subst ant ial clarif icat ion of  our own underst anding of  
t he subject . 

We must  not  feel t hat  t he t eaching we do is merely a 
formalit y whereby we become ent it led t o a subsist ence wage, 
and t hat  t he only import ant  act ivit y for us is research. This view 
cont ribut es t o a poor at t it ude, and our t eaching suf fers as a 
result . Our years as graduat e st udent s are a period of  
apprent iceship in a craf t , and t his craf t  comprises bot h research 
and t eaching. Even t hose graduat e st udent s going int o indust rial 
or government  work can expect  t o spend a fair amount  of  t ime 
t eaching t heir colleagues as well as learning f rom t hem. Clear 
explanat ions of  your work are necessary for any complex project . 

Teaching  A ssist ant  Dut ies 
Your Teaching Assist ant  dut ies each quart er will normally 

consist  of  preparing for and meet ing discussion sect ions Mat h 
Lab, holding of f ice hours, and grading. Also, you may be assigned 
t asks t o perform during t he pre-inst ruct ional week. The dut ies of  
a full-t ime Teaching Assist ant  normally include four t o six 
discussion sect ions and t hree of f ice hours per week. 

You will have several responsibilit ies in addit ion t o t hose of  
preparing for and meet ing t he sect ions Mat h Lab and holding 
of f ice hours. You will ordinarily be expect ed t o proct or and grade 
a port ion of  all exams. You may be expect ed t o give review 
sessions before examinat ions. You may be asked t o at t end some 
of  t he course lect ures. There may be ot her t asks, such as 
assist ing wit h t he grading of  quizzes, group project s, et c. 

Sounds complicat ed and like a lot  of  work? It  can be, and it  
is necessary t hat  you be organized and plan ahead. Toward t his 
end, it  is ext remely import ant  t hat  you meet  wit h t he 
inst ruct or(s)  whom you will be assist ing at  t he beginning of  t he 
quart er, preferably before formal inst ruct ion begins, t o f ind out  



! %!

exact ly what  is expect ed of  you. Furt her, it  is expect ed t hat  you 
will meet  weekly wit h t he inst ruct or t hroughout  t he quart er. 

Since you will also be expect ed t o maint ain a high level of  
achievement  in your own course work, t here are limit s t o what  
will be asked of  you. For inst ance, you will not  normally be 
expect ed t o prepare exams (but  you may be asked t o proof read 
t hem). You will not  be required t o give class lect ures. If  you 
begin t o feel t hat  your TA dut ies are keeping you f rom 
performing t o t he best  of  your abilit ies, eit her in your TA 
responsibilit ies or your course work, see t he Mat h 101  Inst ruct or, 
or t he one of  t he Vice Chairs. They will be happy t o t ry t o help 
you resolve any problems. 

Teaching  A ssist ant  Work load  
As a Teaching Assist ant  at  UCSB, you are represent ed by 

t he Unit ed Aut o Workers union. The mat h depart ment  complies 
wit h t he specif icat ions of  t he UAW cont ract , which has been 
approved by bot h t he universit y and t he UAW. One art icle of  t his 
cont ract  which deserves part icular at t ent ion refers t o TA 
workload.  

Art icle 30  

1 . a)  A TA wit h 50% appoint ment  shall not  be assigned a 
workload of  more t han 220  hours per quart er. This 
st andard shall apply proport ionat ely t o ot her percent  
appoint ment s. b)  In addit ion, a TA wit h an appoint ment  of  
50% or less shall not  be assigned a workload of  more t han 
40  hours in any one week. The number of  hours worked in 
excess of  t went y (20)  hours per week may not  t ot al more 
t han 50  hours per quart er.  

2 . TAs should init iat e discussions wit h t heir supervisor as 
soon as t hey ant icipat e any workload issues t hat  would 
result  in a violat ion of  t his Art icle.  
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The complet e Unit ed Aut o Workers employee cont ract  can 
be found on t he int ernet  at  t he following web address:  
ht t p:/ / at yourservice.ucop.edu/ employees/ policies_employee_ la
bor_relat ions/  
collect ive_bargaining_unit s/ academicst udent employees_bx/ agre
ement .ht ml 

Pre- Inst r uc t ional Week Dut ies 
During t he fall quart er pre-inst ruct ional week(s)  t here will be 

required meet ings for all new TAs. This is part  of  t he required 
501  course for new TAs, and is very int ensive. Also during t his 
week t here will be campus-wide TA workshops which are required 
for all new TAs (experienced TAs are also welcome). 

Preparat ion f o r  a Discussion Sec t ion 
To prepare ef fect ively for a sect ion, you must  be aware of  

t he subject  mat erial covered in t he class lect ures. One way t o 
ensure t his knowledge is t o at t end t he lect ure. Alt ernat ively, 
acquire a copy of  t he course syllabus and lect ure not es, and 
meet  regularly wit h t he course inst ruct or (which you should 
request  if  t he inst ruct or fails t o do so) . The inst ruct or may want  
you t o discuss cert ain t opics t hat  may have been t reat ed quickly 
in t he regular lect ure or t o clarif y cert ain ideas. You should be 
able t o complet ely work all t he previously assigned exercises for 
t he course and give clear concise explanat ions of  t he relat ed 
concept s. Minimally, t his involves carefully reading t hose part s of  
t he t ext book relat ed t o t he mat erial and, if  necessary, writ ing 
complet e solut ions t o t he exercises. In addit ion, you could 
prepare a short  summary of  t he main ideas of  t he course which 
t he st udent s have encount ered since your last  meet ing wit h 
t hem. This summary could be present ed at  t he beginning of  each 
sect ion. Furt her, you could develop ext ra examples t o highlight  
and illuminat e t he lect ures and t ext book. (By t he way, always 
bring your t ext book t o sect ion.)  In short , proper preparat ion t o 
lead a sect ion is an absolut e necessit y for ef fect ive t eaching. 
Such preparat ion will give you more conf idence in t he classroom, 



! ' !

and earn you great er respect  f rom your st udent s and your 
t eaching colleagues. 

Fir st  Day  in  Discussion Sec t ion 
When you walk int o t he f irst  meet ing of  a sect ion, you 

should be as aware as possible of  how t he course will be 
conduct ed. This means knowing precisely which t opics will be 
covered in t he course, t he prerequisit es, t he homework and 
grading procedures, and when t he course inst ruct or and you will 
be available t o help st udent s. The best  way t o have all t his 
informat ion in hand is t o make an appoint ment  wit h t he course 
inst ruct or a few days before classes begin. Obt ain a course 
syllabus and familiarize yourself  wit h it . If  possible, at t end t he 
f irst  lect ure of  t he course so you will know t he st udent sÕ 
viewpoint  on how t he course will be run. A b o v e al l ,  r em em b er  
i t  is  y o ur  r esp o nsib i l i t y  t o  c o n t ac t  t he c o ur se inst r uc t o r  
and  t o  b e aw ar e o f  c o ur se p r o c ed ur es.  

Begin t he f irst  sect ion by int roducing yourself  and giving 
t he name of  t he course. Writ e your name, of f ice number, and 
of f ice hours on t he board. Remind t he st udent s of  t he 
inst ruct orÕs of f ice hours. It Õs a good idea t o summarize brief ly 
t he procedures of  t he course and ask if  t here are any quest ions 
about  it . Then, most  import ant ly, you should discuss t he reason 
for t he sect ion and how you int end t o conduct  it . Finally, you 
should at t end t he f irst  sect ion regardless of  whet her or not  t he 
f irst  lect ure has t aken place. Nev er  dismiss your sect ion early. 
This conveys t he impression t hat  t here is not hing import ant  t o 
do. You can always review dif f icult  t opics f rom t he prerequisit es 
or, lat er in t he course, t opics previously covered. 

St udent -Teacher  Rappor t  
What  should a t eacher-st udent  relat ionship be? We suggest  

t hat  you be nat ural, genuine, and honest , i.e. be yourself . Freely 
draw on your past  experience wit h int erpersonal relat ionships. 
Remember, st udent s are people t oo. Treat  t hem t he way you 
always want ed t o be t reat ed as an undergraduat e (but  perhaps 
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were not ) . 

Accept  t he fact s of  t he sit uat ion: you have more knowledge 
and experience t han most  st udent s, you are being paid t o help 
t hem, and t hey are in your sect ion or of f ice for t hat  reason. Also, 
be sympat het ic t o t heir feelings, for t hey may feel self -conscious 
or nervous while asking for help. Do all you can t o put  t hem at  
ease. DonÕt  be condescending, crit ical, or rude. Be sure t o list en 
t hought fully t o what  a st udent  has t o say and t hen respond t o 
t he key idea of fered. Conf irm t he value of  a st udent Õs quest ion 
by responding t o it  direct ly. 

Frequent ly you will have st udent s coming t o you who are 
not  sure of  exact ly what  it  is t hey donÕt  underst and. When t his 
occurs, it  is of t en best  t o go back t o t he basic def init ions and 
concept s and t o work f rom t here. Try t o be very pat ient . Your 
st udent s should feel f ree t o ask t he same quest ion several t imes 
if  your explanat ions are not  clear t o t hem. You may need t o be 
creat ive, because an explanat ion which works well for one 
st udent  may not  work for anot her. Above all, remember t hat  not  
all st udent sÕ minds work in t he same way. 

Occasionally, st udent s in your of f ice or sect ion may be 
angry or rude. Honest , responsive, and f irm comment s will 
usually keep t he sit uat ion under cont rol. If  not , ask t he st udent  
t o leave and ret urn anot her t ime. 

Conduc t ing  t he Sec t ion 
The manner in which you conduct  your sect ion should be 

det ermined by your personalit y and t he goals of  t he sect ion 
it self . Alt hough t hese goals may vary subst ant ially f rom course 
t o course, t wo general observat ions may be made. First , sect ions 
are not  used t o int roduce new mat erial. Rat her, t hey are t o give 
t he st udent  an opport unit y t o explore signif icant  concept s a 
second t ime, under your guidance. Second, t he small size of  a 
sect ion provides an opport unit y for t he st udent  t o have 
part icular quest ions discussed and observat ions recognized. This 
role is part icularly import ant  in sect ions associat ed wit h large 
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lect ures, where you will serve as a liaison t o inform t he course 
inst ruct or of  t he part icular areas st udent s are f inding dif f icult . 

The generally small class size of  sect ions gives you t he 
opport unit y t o use alt ernat ive classroom t echniques t o achieve 
t he goal of  act ive st udent  part icipat ion in t he learning process. 
For example, when responding t o a st udent Õs quest ion, you are 
not  obliged t o give a lect ure. Ut ilize t he resources of  your class 
it self . Ask anot her st udent  t o respond t o t he quest ion or ask t he 
st udent  t o at t empt  t o answer it . If  st udent s f ind t his dif f icult , 
guide t hem t o t he solut ion wit h a series of  quest ions. What ever 
met hod you use, do it  wit h ent husiasm. Frequent ly ask your 
st udent s quest ions, bot h t o encourage t hem t o t hink wit h you 
and t o f ind out  if  t hey are following your argument . Anot her 
possibilit y is t o have st udent s work problems on t he chalkboard 
or in small groups. Your course inst ruct or will generally give 
guidance in t his area. In any event , consider exploring alt ernat ive 
approaches t o t he t radit ional lect ure met hod, and t ry t o avoid 
mechanically responding t o quest ion af t er quest ion of  t he form, 
ÒCan you do number f ive?Ó 

Regardless of  t he approaches you choose, it  is import ant  
t hat  you consist ent ly use good t eaching t echniques, or at  least  
avoid bad ones such as t he following. 

1 .  Insu f f ic ien t  ÒWait - t im eÓ 

For st udent s t o learn, t hey must  be given t ime t o t hink. So 
when you ask t hem quest ions, which should be done 
f requent ly, be sure t o allow a suf f icient  Òwait -t imeÓ before you 
solicit  a response. St udent s t hink at  dif ferent  rat es, so donÕt  
just  wait  unt il a few quick st udent s respond. Inst ead you 
should t ry wait ing as long as 10  seconds. You may f ind t his 
uncomfort able at  f irst , so silent ly count  t o 10 , if  necessary, t o 
be sure you are allowing enough t ime. 

2 .  Rap id  Rew ar d  

Af t er you have allowed suf f icient  Òwait -t imeÓ and a st udent  
does respond, donÕt  immediat ely say Òright Ó or ÒwrongÓ and 
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move on. This t ends t o curt ail furt her st udent  t hinking. Allow 
t ime for your st udent s t o consider t he answer and make t heir 
own conclusions. You might  t hen ask t hem t o explain why t hey 
agree or disagree wit h t he original answer. Ot herwise, t hey will 
depend on you t o do all t he t hinking. 

3 .  Pr o g r am m ed  A nsw er  

Remember t hat  t he point  of  asking your class quest ions is 
t o encourage t hem t o t hink. So t ry not  t o ask quest ions which 
have t he answer built  int o t hem, for example: ÒWhat  is t he 
derivat ive of  a dist ance funct ion? Is it  velocit y?Ó or ÒThere are 
an inf init e number of  primes, arenÕt  t here?Ó Bet t er quest ions 
might  be: ÒWhat  is t he physical int erpret at ion of  t he derivat ive 
of  a dist ance funct ion?Ó or ÒAre t here an inf init e number of  
primes? Why or why not ?Ó Asking quest ions which require 
t hought ful answers will give you valuable insight  as t o t he 
areas where your st udent s are having dif f icult ies. 

4 .  No n-sp ec i f ic  Feed b ac k  Quest io ns 

ÒDoes everyone underst and?Ó or ÒAre t here any quest ionsÓ 
are examples of  quest ions which usually fail t o solicit  feedback. 
These kinds of  quest ions (which are opposit e t o t he 
programmed answer t ype)  are embarrassing for a st udent  t o 
answer because t hey call at t ent ion t o t heir own ignorance. 
Unfort unat ely, t he st udent s who are most  likely t o respond are 
t hose who underst and most  of  t he mat erial and need only t o 
clear up a minor point . More appropriat ely, one should say 
t hings like, ÒThe concept  of  a limit  can be a dif f icult  one t o 
grasp. Let Õs t ry t o summarize t oget her some dif ferent  ways t o 
t hink of  it Ó or ÒLet Õs t hink of  some ot her examples t o which 
t his t heorem applies.Ó Also, you might  ask, ÒWhat  are your 
quest ions?Ó since t his implies t hat  you realize t hat  t hey will 
have some. 

5 .  The Teac her Õs Eg o -St r o k ing  and  Classr o o m  Cl im at e 

It  is import ant  for st udent s t o feel psychologically ÒsafeÓ t o 
part icipat e and t o suggest  answers t o your quest ions Ñ  even 
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if  t hey are incorrect . You should never crit icize a st udent  for 
of fering t he wrong answer, for you will inhibit  t he ot her st u-
dent s. Also, donÕt  exhibit  an air of  superiorit y by using 
expressions like ÒobviouslyÓ or ÒIt  should be clear by now t hat  
...Ó 

You should realize (since nobody is perfect )  t hat  you will 
occasionally make mist akes or not  know a solut ion t o a 
problem. Be sure t o t ake t his in st ride. Admit  your 
short comings and clear up t he sit uat ion during t he next  class 
meet ing. Your st udent s will respect  you for doing so. Nat urally, 
t he probabilit y of  your not  knowing a solut ion or answer will be 
signif icant ly reduced if  you are adequat ely prepared. 

6 .  En t husiasm  in  t he Classr o o m  

A TA who shows ent husiasm for t he subject  mat erial (and 
t he job in general)  will benef it  in many ways. Ent husiasm is 
cont agious, and t herefore your st udent s will show more 
int erest  and part icipat e more in class. This makes t he TAs job 
easier, for no longer will you feel burdened wit h carrying on t he 
discussion alone. Also, an ent husiast ic t eacher creat es an 
informal classroom at mosphere which cont ribut es t o t he 
learning process. 

Use o f  Chalkboard  
There are cert ain ways t o use a chalkboard which cont ribut e 

great ly t o t he learning of  mat hemat ics. The most  import ant  
point  t o remember is t o use t he board ext ensively. While solving 
a problem or discussing a proof , include all of  t he st eps. For 
example, if  you are solving a calculus problem which involves 
some algebraic manipulat ion, do not  dismiss t he algebra as t rivial 
and simply omit  it  f rom your writ t en solut ion. Alt hough it  may be 
t rivial t o you, it  is unlikely t hat  t he st udent s feel similarly. Also, 
be part icularly careful not  t o swit ch variables in t he middle of  an 
argument  and not  t o change t he meaning of  a variable several 
t imes. 



! *" !

Use t he space of  t he chalkboard wisely. Writ ing t oo small 
makes it  dif f icult  for t he st udent  t o decipher t he mat erial, and 
writ ing t oo large will cause you t o erase it  t oo quickly. Try t o 
leave your explanat ions on t he board as long as possible, 
because most  st udent s will want  t o copy it  exact ly. Use t he 
chalkboard in an organized manner. St udent s become f rust rat ed 
when t hey have t o pat ch t oget her bit s and pieces of  a solut ion 
dist ribut ed randomly about  t he board. Try t o ref rain f rom using 
t he bot t om six inches of  t he board as st udent s in t he back of  t he 
room have a dif f icult  t ime reading f rom it . Also, st and t o t he side 
of  what  you are writ ing. This way t he st udent s will be able t o 
combine your writ t en and verbal explanat ions int o one cohesive 
unit . Besides, it  will make not e-t aking easier for t hem and 
t eaching easier for you. 

Remember t hat  generally what  you writ e on t he chalkboard 
is all t hat  your st udent s will put  in t heir not es. Wr i t e  t he 
so lu t io n  o n  t he b lac kb o ar d  exac t ly  as y o u  w o u ld  exp ec t  
y o ur  st ud en t s t o .  Yo ur  so lu t io ns w i l l  ser v e as t he ir  
m o d els. If  you should writ e an incorrect  st at ement  on t he 
blackboard, donÕt  simply erase it  or announce it  is incorrect . 
Rat her, draw a line t hrough t he incorrect  st at ement  and writ e 
t he correct  st at ement  below it . Finally, as you proceed t hrough 
t he problem, it  is of t en helpful t o underline t he import ant  st eps 
or ideas. 

Make every ef fort  t o writ e legibly. There is no point  in 
writ ing somet hing t hat  cannot  be read. 

Speak ing  Techniques 
While in sect ion, cert ain consciously pract iced speaking 

t echniques will help ensure your st udent sÕ at t ent ion and int erest . 
You must  f irst  of  all address your audience. Speaking while facing 
t he blackboard, reading your not es, or looking out  t he window 
will only serve t o dist ract  t hem. They might  st art  looking out  t he 
window t hemselves, wondering what  it  is you f ind so int erest ing. 
While addressing your audience, t ry t o move around and init iat e 
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eye cont act  wit h st udent s in various quart ers of  t he room. This 
behavior, coupled wit h dist inct  pronunciat ion and verbal 
emphasis on t he import ant  words and ideas, will relieve your 
st udent s f rom t he boring monot one delivery which we have all 
experienced. 

You should adjust  your verbal delivery t o t he sit uat ion at  
hand. Wit h a large number of  st udent s or a room wit h poor 
acoust ics, you might  need t o speak loudly. Ot herwise, t ry not  t o 
blast  your st udent s wit h a booming voice. Also, you may need t o 
adjust  your speed of  delivery t o t he complexit y of  t he mat erial 
and t he learnersÕ experience. While preparing for a sect ion, keep 
t his in mind and t ry t o pick out  t he areas in which t he st udent s 
may have dif f icult ies. 

NOTE:  If  Eng l ish  is  no t  y o ur  Nat iv e  Lang uag e:   
You are required t o t ake t he English Language Prof iciency 

Exam (ELPE) upon your arrival at  UCSB. St udent s delinquent  in 
t aking t he ELPE may risk having regist rat ion blocked. If  you do 
not  pass t he ELPE, you will be placed in t he appropriat e English 
as a Second Language (ESL)  course(s) . In addit ion t o t he ELPE, 
f irst -t ime TAs must  pass t he Teaching Assist ant  English 
Evaluat ion. This evaluat ion involves making a 5 -10  minut e 
present at ion in f ront  of  a mat hemat ics facult y represent at ive, 
Graduat e Division represent at ive, and ESL facult y represent at ive. 
If  you do not  pass t he Teaching Assist ant  Evaluat ion, you will be 
given alt ernat e dut ies.  

It  is import ant  t o realize t hat  t he course demands upon 
your English abilit ies are much great er t han t hose of  ordinary 
person-t o-person conversat ion and t hat  st udent s of t en will 
blame you for t heir inabilit y t o underst and t he course mat erial. 
As a consequence t he development  of  your abilit y t o 
communicat e in English is an import ant  component  of  your 
professional development  and will require cont inued ef fort  on 
your part . In addit ion t o ordinary skills you will want  t o develop 
good speaking t echniques. Writ e import ant  phrases or t echnical 
words such as Òderivat iveÓ or Òint egralÓ on t he chalkboard t he 
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f irst  several t imes you use t hem. That  way t he st udent s will learn 
t o associat e your pronunciat ion of  t he word wit h t he proper 
t erm. Also, never t alk wit h your back t o t he st udent s and if  a 
st udent  asks a quest ion, move away f rom t he chalkboard and 
t oward t he st udent . Finally, if  you donÕt  underst and what  a 
st udent  is saying, be honest , and say ÒI do not  underst and.Ó 
Experience has shown t hat  TAs who have a genuine desire t o 
communicat e and help t heir st udent s are underst ood quit e well 
despit e st rong accent s. Our own Chancellor, Henry Yang, was 
once in t he same sit uat ion. 

Dev ising  Test s 
From t ime t o t ime, you may be asked t o writ e a quiz or 

ot her form of  examinat ion. Here are a few hint s which we have 
found t o be helpful. For each quest ion included, you should ask 
yourself , ÒWhat  specif ic ideas f rom t he course do I want  t he 
st udent  t o demonst rat e here?Ó To avoid writ ing a quest ion which 
is unduly dif f icult  t o solve (at  least  for your st udent s)  always 
work out  your solut ions complet ely before making t he f inal draf t . 
Also, while making up t he exam, keep in mind t hat  someone 
(usually you)  will have t o grade it . So donÕt  make up quest ions 
which involve lengt hy comput at ions which st ray f rom t he heart  
of  t he subject . Finally, remember your st udent s will normally 
work much more slowly t han you do. As a general rule, for a 50  
minut e t est  you should be able t o t horoughly writ e all of  t he 
solut ions in 20  minut es or less. In some cases, such as Mat h 34a, 
you should be able t o do t his in even less t ime. 

 

Cheat ing  
Even t hough st udent s found cheat ing on an examinat ion are 

subject  t o dismissal f rom t he Universit y, t he pract ice is 
prevalent . To minimize t his problem, ask your st udent s t o sit  as 
far f rom one anot her as possible when t aking t est s. 

If  you not ice one st udent  copying f rom anot her during an 
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exam, walk over t o t he st udent s and not e t heir names (which 
may already be writ t en on t heir exams) . DonÕt  creat e a fuss; but , 
if  possible, quiet ly ask t he alleged copier t o move t o anot her 
seat  where cheat ing will not  be as easily accomplished. Af t er t he 
exams have been passed in, it  will be possible t o compare t he 
papers of  t he copier and t he person copied f rom. 

Writ ing t wo dif ferent  exams and passing t hem out  
alt ernat ely is also a det errent  t o cheat ing. Be sure t o count  t he 
number of  st udent s t aking t he exam and compare t hat  wit h t he 
number of  exams t urned in. This will eliminat e t he problem of  
having st udent s come t o you claiming t hey t ook an exam, and 
you lost  it . Occasionally, in a large lect ure sect ion, st udent s will 
have a f riend t ake t he exam for t hem. This can be avoided by 
becoming familiar wit h t he faces of  your st udent s and by asking 
t hem t o put  t heir signat ure and perm number on t heir 
examinat ions. Finally, if  you do f ind a st udent  cheat ing, at t empt  
t o obt ain corroborat ing evidence and inform t he inst ruct or of  t he 
course, t he St udent  Af fairs Of f icer and t he Undergraduat e Vice 
Chair. 

Grad ing  
As a TA, one of  your responsibilit ies will be t o help grade 

midt erms and f inal exams. It  is a sound pract ice t o complet ely 
solve each problem yourself  ( in several dif ferent  ways if  possible)  
before you begin grading any exam. To make your grading 
consist ent , grade one answer, or page, on all exams at  t he same 
t ime. It  is of t en useful t o presort  t he quest ions in order of  
apparent  correct ness of  t he response before grading t o improve 
t he consist ency. If  you are planning on giving Òpart ial credit Ó, 
preview t he papers, t o see what  t ypes of  answers and mist akes 
you will be receiving. You should decide upon a specif ic plan t o 
dist ribut e t he point s, and record t he plan prior t o grading for 
fut ure reference in case of  st udent  quest ions. Discuss your 
grading plan in det ail wit h t he inst ruct or before you st art  grading 
t he t est s. If  you are uncert ain as t o how t o grade any 
examinat ion response do not  hesit at e t o discuss t he part icular 
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paper wit h t he inst ruct or. 

St udent s have been known t o add answers t o t heir exams 
af t er get t ing t hem back, and t hen seek a higher grade. To 
minimize t his problem, make a habit  of  crossing out  blank space 
on t he answer sheet  or ot herwise marking t he end or absence of  
a solut ion. Also, st udent s should be advised t hat  t hey may not  
cont est  t heir grade once t hey have lef t  your of f ice wit h t he f inal 
exam. 

It  is against  Universit y regulat ions and federal and st at e 
conf ident ialit y laws t o leave graded exams or homework out side 
your of f ice door. Tell your st udent s t hat  t hey may pick up t heir 
exams during your regularly post ed of f ice hours or during 
Sect ion. Class list s and all st udent  records are conf ident ial; 
t herefore, you may not  post  grades or leave exams out side your 
of f ice door. St udent s will have access t o t heir grades t hrough 
GOLD. If  you have any quest ion regarding t he conf ident ialit y of  
st udent  list s and records, cont act  t he St udent  Af fairs Of f icer in 
t he Depart ment al Of f ice. 

Remember t hat  f inal grades are due in t he Regist rarÕs Of f ice 
approximat ely t hree days af t er t he last  day of  f inal exams. 
Therefore, it  is imperat ive t hat  you f inish your grading dut ies 
wit hin t hat  t ime period. In general, prompt  grading and ret urning 
of  exams is appreciat ed by st udent s, t he inst ruct or and t he 
st af f . Grade report ing is t he sole responsibilit y of  t he course 
inst ruct or, not  t he TA. 

Occasionally t he inst ruct or for t he course you TAÕd for is 
unavailable t he following quart er, t herefore t he responsibilit y of  
verif ying grades and handling st udent  grading problems is 
delegat ed t o t he TA(s)  for t he course. The inst ruct or will supply 
t he TA(s)  wit h t he necessary grade books, f inals, and scales t o 
handle t his t ask. Please see t he depart ment  Undergraduat e Vice 
Chair or St udent  Af fairs Of f icer if  you have any quest ions or need 
advice on t his mat t er. 
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Teaching  A ssist ant s and  Personal Relat ionships 
w it h  St udent s 

The Academic Senat eÕs Facult y Code of  Conduct  st at es: 
ÒWhenever a facult y member is responsible for t he academic 
supervision of  a st udent , a personal relat ionship bet ween t hem of  
a romant ic or sexual nat ure, even if  consensual, is inappropriat e. 
Any such relat ionship jeopardizes t he int egrit y of  t he educat ional 
process.Ó Furt hermore, it  st at es t hat  t he following are 
unac c ep t ab le  t ypes of  conduct : ÒEnt ering int o a romant ic or 
sexual relat ionship wit h any st udent  for whom a facult y member 
has, or should reasonably expect  t o have in t he fut ure, academic 
responsibilit y ( inst ruct ional, evaluat ive, or supervisory) . 
Exercising academic responsibilit y ( inst ruct ional, evaluat ive, or 
supervisory)  for any st udent  wit h whom a facult y member has a 
romant ic or sexual relat ionship.Ó  

In f o rm al A dv ice f r om  t he Mat hem at ics Depar t m ent  
Your job is t o help your st udent s learn mat hemat ics. 

St udent s t oday seem t o prefer and benef it  f rom a relaxed and 
informal relat ionship wit h t heir t eachers, and t hey seem t o learn 
more when t hey get  it . It  is import ant  t o remember t hat  most  
st udent s will consider you t o be primarily a valuable informat ion 
source. You should be very hesit ant  t o at t ribut e any of  t he 
following st udent  behavior pat t erns t o your sexual magnet ism. 
Remember t hat  st udent s come t o your class or your of f ice for 
quit e dif ferent  reasons t han if  t hey were at t ending a part y or 
visit ing a singles bar. DonÕt  confuse t hese sit uat ions: 

1 . A st udent  comes t o see you of t en. (The st udent  may 
just  need a lot  of  help, and f inds you knowledgeable and 
helpful.)  

2 . A st udent  sit s very close t o you while you show how t o 
work a problem. (Since you are following t he pedagogically 
correct  procedure of  writ ing on paper inst ead of  t he board, t he 
st udent  must  sit  close t o see clearly. The st udent  may also 
want  t o get  t hat  paper t o t ake home for furt her st udy.)  
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3 . A st udent  list ens at t ent ively t o what  you say and seems 
impressed by your int elligence. (Mat h is hard for many people 
and of t en seems like magic unt il t hey cat ch on.)  

4 . A st udent  is very grat eful for your help. (The st udent  
want s t o pass, and you are earning your pay by helping t hem 
learn.)  

It  is somet imes t empt ing t o play f lirt at ion games wit h 
st udent s, usually t o relieve t he boredom of  simply doing t he 
same problems for many dif ferent  st udent s. DONÕT!  St udent s 
arenÕt  coming t o your of f ice for your amusement . If  you are 
feeling bored while helping a st udent , t hink of  a new angle f rom 
which t o view t he problem and explain it  t hat  way. 

It  is far bet t er t o avoid f lirt at ions or sexual int eract ions wit h 
your current  st udent . Remember t hat  such an int eract ion wit h a 
st udent  in your class can permanent ly alt er your relat ionship wit h 
t hat  st udent , not  always in a way which is conducive t o learning. 
Any sexual advance you make, however polit e and t ent at ive you 
int end it  t o be, may be misint erpret ed by t he st udent  as 
cont aining a veiled t hreat . If  you respond t o a sexual advance 
f rom a st udent  (assuming t he advance was real, and not , as is 
more common, simply a misconst rual of  one of  t he behaviors 
list ed above) , you run t he risk of  creat ing an expect at ion t hat  
you will see t o it  t hat  t he st udent  does well in t he course. Since 
you clearly canÕt  go beyond t he usual help you give any st udent , 
such an expect at ion could lead t o t rouble. Any sexual int eract ion 
wit h a st udent  in your class is f raught  wit h ext reme danger, and 
could lead t o academic dismissal. The burden of  proof  is on you 
t o defend your conduct . 

BE WA RNED!  

Par t  II:  A dm in ist r at iv e 
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Em p loy m ent  Fo rm s and  Pay  
The St af f  Graduat e Advisor (SH 6607)  is responsible for 

employment  form processing. Please be sure t o see t he St af f  
Graduat e Advisor t o sign t he necessary paperwork before t he 
beginning of  t he quart er. Under Federal Law, all employers are 
required t o verif y document s for each employee showing ident it y 
and employment  eligibilit y. Please not e t hat  any t ime you have a 
change of  address or home phone number, you must  complet e a 
Personal Dat a Form. Failure t o change your address will result  in 
your W2 ( t ax form) not  being forwarded t o you. 

Please not e t hat  any appoint ment  in a st udent  academic 
t it le is a t emporary appoint ment  and renewal or ext ension is 
dependent  upon programmat ic needs, availabilit y of  funding and 
sat isfact ory performance. As wit h any t emporary appoint ment  
t here is no guarant ee or obligat ion on t he part  of  t he Universit y 
for renewal or ext ension (Red Binder, IV-1 ) . 

Your paycheck will be received on t he 1st  of  t he mont h for 
t he previous mont h worked. The f irst  paycheck for Fall quart er 
will be received on November!1 . You have t he opt ion t o have your 
check, (1 )  mailed t o t he depart ment  or, (2 )  deposit ed direct ly 
int o your bank account . If  at  some point  you resign t he 
appoint ment , you must  see t he St af f  Graduat e Advisor t o sign 
t he necessary separat ion forms. 

Due t o t he lat e arrival of  your f irst  paycheck, it  is possible 
t o apply for a Teaching Assist ant  loan as well as t o defer your 
fees. Go t o t he Financial Aid Of f ice for more informat ion. 

Of f ices and  Key s 
At  t he beginning of  each academic year you will be assigned 

an of f ice. You can cont inue t o use t hat  of f ice unt il you are asked 
t o move out . Per Universit y policy, smoking is not  permit t ed in 
your of f ice or in any building on campus. 

You will be issued keys t o your of f ice, building, mailroom, 
kit chen, conference rooms, and t he comput er lab. See t he 
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Depart ment  Recept ionist  (SH6607)  for keys. The comput er lab is 
in SH 4617. Any abuse of  t he comput er lab or securit y syst em 
may result  in your loss of  privileges in using t his facilit y. 

Should you resign f rom t he Universit y, you are responsible 
for ret urning your keys. Failure t o do so may result  in a delay of  
your paycheck or a re-keying charge added t o your BARC 
account . If  you lose a key, please report  it  t o t he Mat h 
depart ment  st af f  immediat ely.  

Supp l ies 
Only of f ice supplies direct ly applicable t o your t eaching 

responsibilit ies will be provided by t he Depart ment . Please see 
t he MSO for informat ion on obt aining your supplies. 

Text books and  Equipm ent  
You need not  purchase t he t ext  for t he course you will be 

t eaching. A copy of  each t ext  may be checked out  f rom t he 
Depart ment  Recept ionist  at  t he beginning of  t he quart er. These 
t ext s are t o be ret urned, in good condit ion, at  t he conclusion of  
each quart er. You may obt ain a course syllabus f rom t he 
inst ruct or. 

Pho t ocopy ing  
Copy machines are locat ed in t he depart ment al equipment  

room. They may only be used for t he course relat ed mat erial of  
your inst ruct ional assignment s, NOT for your own coursework or 
personal use needs. A copy code will be provided t o you by t he 
Depart ment  Recept ionist  for t he quart ers t hat  you are t eaching. 
Seek assist ance in t he Main Of f ice (SH 6607)  if  you have 
dif f icult y. Do not  t ry t o Òf ixÓ t he copiers yourself . 

Mai lboxes 
You will have a depart ment al mailbox in SH 6623. Your box 

will be used for int racampus mail such as communicat ion 
bet ween yourself  and course inst ruct ors and st udent s, or 
campus and depart ment  announcement s, et c. The Mat hemat ics 
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Depart ment  address is not  t o be used for personal mail. The 
facult y mailboxes can also be found in SH 6623, as can 
mailboxes t o be used st rict ly for communicat ion wit h course 
Readers. You should not e t hat  t he mailroom is open f rom 8 :00  
a.m. t o 5 :00 !p.m., Monday t hrough Friday. Please inform your 
st udent s of  t he mailroom hours. 

Telephones 
There is a t elephone in t he comput er Lab for graduat e 

st udent  use ( for local and campus calls only-please keep t o a 
minimum) and a public phone out side, adjacent  t o The Arbor. If  
t here is a genuine emergency or someone needs t o reach you 
concerning of f icial Universit y business, a message may be lef t  at  
893-8192 or 893-5306, and it  will be put  in your box. Your 
st udent s can leave messages for you at  893-2171, should t hey 
have an emergency ( t hey should be encouraged t o cont act  you 
via email or a not e in your mailbox) . These numbers are NOT t o 
be used for personal (non-emergency)  business (e.g., doct or 
appoint ment s, your car mechanic, et c.) . For classroom 
emergencies, dial 9 -911  f rom campus phones and 911  f rom pay 
phones. 

Schedul ing  Of f ice Hours 
Regardless of  t he number of  sect ions you are t eaching in 

any given quart er, or t he nat ure of  your t eaching assignment , 
you are required t o hold t hree of f ice hours per week, out side of  
your regular discussion t imes. In most  cases, t wo of  t hese hours 
will be held in t he Mat h Lab, and one will be held in your of f ice. 
MATH LAB OFFICE HOUR DUTIES WILL BE STRICTLY ENFORCED. 
There are t hree except ions t o holding of f ice hours in t he Mat h 
Lab: (1 )  st udent s who are serving exclusively as a Teaching 
Assist ant  for Mat h 8  or Mat h 100  in any given quart er; (2 )  
st udent s who are serving exclusively as a Teaching Assist ant  for 
upper division mat hemat ics courses in any given quart er; and (3 )  
st udent s who are serving as a Teaching Associat e in any given 
quart er (your t hree of f ice hours per week will be held in your 
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of f ice if  you fall int o one of  t hese t hree cat egories) . Please not e 
t hat  if , over t he course of  an academic year, your schedule is 
such t hat  you have not  been assigned any discussion sect ions 
for a part icular quart er, you will st ill be responsible for working 
t wo hours per week in t he Mat h Lab. 

Tut o r ial  Serv ices and  Counsel ing  f o r  Your  St udent s 
Occasionally st udent s will seek informat ion f rom you about  

personal counseling services. For remedial courses in reading and 
arit hmet ic and workshops on t opics such as not e-t aking, 
t est -t aking and st udy met hods, you may refer t hem t o CLAS 
(Campus Learning Assist ance Service, Bldg. 300 , 893-4248) . 
CLAS also of fers drop-in and group t ut orial sessions, as well as 
list s of  privat e t ut ors. It  is t he responsibilit y of  t he st udent  t o 
negot iat e suit able payment s wit h t he privat e t ut ors. 

St udent s in need of  personal and/ or career counseling 
should be sent  t o Counseling and Career Services (Bldg. 599) . 
The st af f  t here is capable of  handling st udent s wit h minor or 
serious adjust ment  problems. Do not  assume t he responsibilit y of  
dealing wit h t he psychological problems of  your st udent s. If  a 
st udent  appears t o have a persist ent  problem and will not  seek 
counsel elsewhere, be sure t o discuss t he sit uat ion wit h t he 
Undergraduat e Vice Chair. Undergraduat e st udent s needing 
academic advising should be referred t o t he Undergraduat e 
Advisor in t he Mat hemat ics of f ice. 

TA  A ssignm ent s and  Schedul ing  Conf l ic t s 
As soon as you are given your TA assignment , you should 

carefully review it  for any possible conf lict s. The earlier you 
request  a scheduling change, t he easier it  will be t o grant  your 
request . Because changes have a wide Òripple ef fect Ó on ot hers, 
t hey are made only for compelling reasons. To request  a 
scheduling change, cont act  t he depart ment  Undergraduat e Vice 
Chair. Please not e t hat  by Òscheduling changeÓ we mean t hat  you 
will be given a new assignment  - exist ing discussion sect ion t imes 
cannot  be changed t o accommodat e your schedule. Along wit h 
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your request , you will need t o give t he Undergraduat e Vice Chair 
your updat ed schedule t o avoid pot ent ial conf lict s wit h your new 
assignment . 

Rev iew  Sessions 
If  you wish t o schedule a review session before an exam, 

please see t he Depart ment  Recept ionist  at  least  seven working 
days in advance of  t he dat e you need t o announce t he event . 

A bsences 
If  you f ind t hat  you must  miss one of  your assigned 

discussions, please not if y your inst ruct or and t he depart ment  as 
soon as possible. If  you f ind t hat  you must  miss one of  your 
assigned Mat h Lab hours, not if y t he Mat h Lab Manager as soon 
as possible. You are required t o see t he St af f  Graduat e Advisor in 
order t o complet e a ÒShort  Term Leave Request Ó in advance of  
your scheduled absence. It  is  y o ur  r esp o nsib i l i t y  t o  ar r ang e 
f o r  y o ur  o w n sub st i t u t e  and  t o  hav e y o ur  sub st i t u t e  
ap p r o v ed  b y  t he d ep ar t m ent  (Mat h Lab subst it ut es can be 
approved by t he Mat h Lab Manager) . In t he case of  illness or 
unexpect ed emergencies please advise t he depart ment  of  your 
arrangement s by calling 893-5306, 893-8192, or 893-2171. 

Mandat o r y  A t t endance in  Discussion Sec t ion 
At t endance in discussion sect ion is mandat ory for 

lower-division classes. The inst ruct or may use t he at t endance 
informat ion in assigning grades. The precise met hod used t o 
ÒenforceÓ at t endance is det ermined by t he inst ruct or of  t he 
class. It  is t he job of  t he TA t o follow t he policy adopt ed by t he 
inst ruct or for t hat  class. Out lined below is a met hod t hat  has 
been used in t he past . What ever met hod is used must  be clearly 
st at ed on t he course syllabus dist ribut ed t o st udent s on t he f irst  
day of  class. 

In each discussion sect ion t he TA will pass around a 
not ebook in which st udent s sign t heir name. The TA can use t his 
not ebook t o keep a record of  who at t ends sect ion. At  t he end of  
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t he quart er, t he TA provides t he inst ruct or wit h a list  showing 
how many sect ions each st udent  missed. Any st udent  t hat  has 
missed enough sect ions t o warrant  a penalt y should have t heir 
name clearly ident if ied. The inst ruct or might  allow a st udent  t o 
Òmake-upÓ a sect ion by going t o an ext ra sect ion by t he same or 
a dif ferent  TA. In t his case t he TA must  updat e t heir at t endance 
records f rom t hose of  t he ot her TAs for t he course so t hat  
st udent s who went  t o a sect ion by a dif ferent  TA are given 
credit  for it . The inst ruct or might  also allow a TA t o use t heir 
judgment  concerning medical excuses for missing a sect ion. It  is 
import ant  t hat  a careful record is kept  of  who at t ends sect ion. 
The TA should maint ain at t endance records in a not ebook used 
only for t hat  purpose. 

Inst r uc t ional Dev elopm ent  
As a TA and fut ure inst ruct or, you will want  t o cont inually 

improve your t eaching compet ency. The Of f ice of  Inst ruct ional 
Consult at ion (Kerr Hall, Room 1130)  provides import ant  services 
for t his. At  your request , OIC will provide a videot ape and 
crit ique service. They will t ape one of  your discussion sect ions 
and t hen provide various consult at ion opt ions. For example, you 
may see your t ape: (1 )  alone, (2 )  wit h t he course supervisor, (3 )  
wit h OICÕs educat ional consult ant s, (4 )  wit h ot her TAs. This 
service is wort hwhile and t he Mat hemat ics Depart ment  r eq u ir es 
each new TA t o be videot aped at  least  once during t he Fall 
quart er. If  you decide t o use t his service beyond t he required 
amount  (and we encourage you t o do so) , t hen cont act  t he OIC 
for scheduling. 

Several t imes each quart er, t he OIC of fers t eaching 
improvement  workshops. For example, workshops on writ ing 
quizzes and quest ioning skills have been of fered in t he past . 
Also, t here are grant  moneys available if  TAs wish t o improve 
inst ruct ion or make innovat ions in a course for which t hey are a 
TA. The grant s will cover t he cost  of  mat erials and provide a TA 
st ipend. Apply direct ly t o t he Of f ice of  Inst ruct ional 
Development .  
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The Universit y of  California, in accordance wit h applicable Federal and 
St at e law and Universit y policy, does not  discriminat e on t he basis of  race, 
color, nat ional origin, religion, sex, disabilit y, age, medical condit ion 
(cancer-relat ed) , ancest ry, marit al st at us, cit izenship, sexual orient at ion, or 
st at us as a Viet nam-era vet eran or special disabled vet eran. The Universit y also 
prohibit s sexual harassment . This nondiscriminat ion policy covers admission, 
access, and t reat ment  in Universit y programs and act ivit ies. Inquiries regarding 
t he Universit yÕs st udent -relat ed nondiscriminat ion policies may be direct  t o: 
Raymond Huert a, Af f irmat ive Act ion Coordinat or, (805)  893-2089. 

If  you need t his publicat ion in an alt ernat ive format , or if  you have special 
needs because of  a disabilit y, please call t he Mat hemat ics depart ment  at  (805)  
893-8192 t o arrange for accommodat ions. 

 


