GRADUATE SCHOOL POLICIES RELATING TO TA INSTRUCTION AND EVALUATION

(Per Graduate School Memorandum 14 and Executive Order 28)

The Graduate School defines the following policies, which are reviewed as part of each department’s Graduate Program Review.

Offer Letter:  Executive Order 28 (http://www.washington.edu/faculty/facsenate/handbook/04-04-06.htm) states that TAs should be provided with written offer letters for initial offers and renewals, including the dates, rate of pay, benefits, duties and evaluation criteria. 

International and Permanent Residents TAs must pass the SPEAK Test (230) or the TSE (55) prior to being assigned teaching duties. They must participate in the ITA Program at CIDR during their first two quarters.  The program provides observation and consultation as described in Graduate School Memorandum 15 (http://www.grad.washington.edu/Acad/gsmemos/gsmemo15.htm).
Training: All TAs are to receive appropriate training and close faculty supervision by the course instructor.  

All TAs should attend the Annual TA/RA Conference offered mid-September http://www.washington.edu/teaching/programs/ta-ra-conference/   All TAs should review carefully Teaching @ the UW, including the TA section, at http://www.washington.edu/teaching/ and Teaching and Learning, A Handbook for TAs at http://depts.washington.edu/cidrweb/TAHandbook.html. Courses on how to use electronic tools for teaching are available at http://catalyst.washington.edu/learning/workshops.html. The Center for Teaching and Learning (CTL, http://www.washington.edu/teaching) will arrange individual training upon request. 
Policy on informing students about issues concerning TA’s: The Department must file this policy and its means of dissemination with the Graduate School. It applies to all TAs who have any instructional contact with students including holding office hours, leading discussions, assisting with problem sets and lecturing. Faculty teaching Nursing courses should include the following statement as part of the syllabus:
“Students with concerns about the instructor or teaching assistant (TA) should discuss these concerns with the TA and/or the course instructor. If the student is not satisfied with the response, s/he may contact the Department Chair at 206 543-1091. If concerns are not satisfactorily resolved, s/he may also contact the Graduate School at G1 Communications Building by phone at (206) 543-5900 or by email at elf@u.washington.edu.”
Hours, Materials and Work Space: TA responsibilities should average 20 hours/week (10 hours for 25% TAs). TAs should not be required to work on holidays when the UW campus is closed, but are expected to work during University breaks or put in the time during the quarter, if paid. The faculty mentor should provide all items necessary for the TAs to carry out their responsibilities.  

Evaluation Requirements: TAs with instructional duties, including those assigned to lab or quiz sections, office hours, tutoring, assisting with problem sets and reviewing examinations must be evaluated during each of their first two quarters of teaching at UW and should be evaluated at least once a year thereafter. The TA may provide input to the review process, e.g. by providing the faculty reviewer with the course material that s/he has developed for the class or by suggesting dates. The evaluation must include at least one classroom observation (preferably by mid-quarter) by the supervising faculty instructor. The purpose of the observation is to confirm that the TA is teaching competently, to provide guidance regarding content, presentation and student involvement, and to assess the TA’s needs for further training or assistance. The faculty supervisor must complete this form, review it with the TA and provide the TA and Department with a copy.  If problems are identified, the Faculty Supervisor will develop a specific written plan to address the TA’s difficulties and provide copy to TA and Department. For suggestions and assistance, see the training section above and Memorandum No. 14 (www.grad.washington.edu/Acad/gsmemos/gsmemoindex.htm). 
UNIVERSITY OF WASHINGTON SCHOOL OF NURSING

FACULTY EVALUATION OF TEACHING ASSISTANT
Responsibilities, Criteria, & Dates
TA:______________________________
Supervising Faculty:_______________________________ 

Quarter:_________ Course No:________ 
TA’s Qtr of Teaching (1st, 2nd, etc): ____________

TA Responsibilities (check all that apply): □ course website maintenance □ providing assistance with class and course materials

□ attendance at class sessions □ mentoring/tutoring students □ responding to course email □ proctoring exams □ running review sessions □ assisting with course related grading □ assisting with development and implementation of course content 
Other responsibilities:_________________________________________________________________________________________

Observation Date(s): ___________________________
Evaluation Date(s):______________________________

Review After Observation
Indicate performance by entering one of the following ratings and providing comments as relevant.

1 - Unacceptable
2 – Poor
 3 - Adequate
4 - Very Good
5 - Excellent
NA: Not applicable
NO: Not observed
	
	Rating
	Comments

	On-time attendance at class related activities
	
	

	Preparation
	
	

	Timely and clear oral responses to students
	
	

	Timely and clear written responses to students
	
	

	Communicates well orally and writing with faculty
	
	

	Quality of student interactions
	
	

	Takes initiative to problem solve about class issues
	
	

	Other: 
	
	

	Other:
	
	

	Overall performance rating
	
	General comments on teaching effectiveness: 



Did TA engage in delivery or presentation of course content? No ___  Yes___. If yes, please briefly describe these activities and comment on teaching effectiveness.
End-Of-Quarter Review
Did you meet with the TA regularly during the quarter? Yes___ No___ Comments: _______________________________________
Did the TA keep you informed regarding issues with students? Yes ___ No ___ Comments: _________________________________
__________________________________________________________________________________________________________
Problems Identified (if applicable): _____________________________________________________________________________

__________________________________________________________________________________________________________

Actions Taken (if applicable): _________________________________________________________________________________

__________________________________________________________________________________________________________

TA Response/Comments: _____________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
TA Signature:______________ ________________________________    Date: ___________________
Supervising Faculty Signature:________________________________  Date:______________________

DEADLINES:

Mid-quarter or Earlier: 1st Observation of TA………………………………………………………….DATE: 

By Last Day of Finals: Follow-up Meeting & Completed Evaluation Form to TA…..DATE(s): 

Last Day of Finals: Copies of Evaluation to 1) Department Vice Chair for Education; 2) Student File

(VC will send to Academic HR)
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