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For Teaching Assistants To-be
~ Must-Do’s for TAs ~

December 2016
The University of Tokyo

The “Guidelines for Teaching Assistants at the University of Tokyo” state that the main
purposes of the Teaching Assistant (TA) system are “providing training opportunities for
future leaders in education and research” and “improving university education.” These
“Must-Do’s for TAs” summarize what any TA to-be should know about or be informed
of in order to achieve these purposes.

Significance onteacning assistants

Working as an educational assistant

TAs perform a variety of activities ranging from
relatively simple tasks to jobs like substantive
assistance or support for classes providing advice to
students during experiments or practical training and
the facilitation of group work. Although the details of
actual TA activities differ from course to course, they
are all necessary to facilitate classes. As a TA, you must
be aware of your role in education as a provider of
educational assistance.

Useful experiences for the future
In addition to the role of educational assistant, being a

' TA offers the opportunity to prepare yourself for your
future research and teaching/educational activities. The
‘O TA system provides students with activities which
-«
—— ‘

entail educational experiences and a certain amount of
compensation, so it is not the same as an ordinary part-
time job. It enables each TA to understand how to build
a class and how to manage it, and to see things and ideas
from a different perspective through their teaching
experiences as a TA. The system also allows TAs to get
involved in a wide variety of educational programs at
the University of Tokyo. As a TA, you must be aware
of the personal growth and development opportunities
that come with the job.




Notes on FATactivities

Understanding the details of TA activities,
communicating with teaching staff

<> TA activities cover a diverse range, so your expected
roles vary depending on the courses and the teaching -
staff. You are asked to not only have a full
understanding of the roles that you should play, but
to also confirm the details of your activities through
meetings with the teaching staff in charge.

<> Please try to carry out your activities smoothly
including full reporting to, communication with and
consultation with the teaching staff in charge.

< Please be sure to participate in any opportunities for
preliminary workshops or training that are available.
In particular, for activities which include
experiments, practical training and field work, you
are asked to try to ensure safety by following the
instructions of the teaching staff in charge or any
other staff, and by following the safety manuals in
order to prevent accidents, etc.

Appropriate behavior as a TA

} " || < Students attending the class see the TA as one of the
\ educators. Therefore, please use your common sense,
behave as an educator, and to pay attention to your

appearance, language, attitude, punctuality, etc.
< Please strictly refrain from discriminatory or
authoritative words and actions which might may be
interpreted as harassment. You are also asked to treat

students fairly.

Handling of personal information

<~ TAs are not allowed to use students’ personal
information (academic achievements, contact
information, etc.) that can be gained through TA
activities for other purposes. You are especially
asked to pay close attention to matters associated
with students’ privacy, which should never be
revealed to anyone outside the class.

<> Please also pay full attention to the possibility of
data leaks due to indiscreet remarks on social
networking services (SNS).

In addition to the above, you are also asked to follow the
instructions of your own faculty/graduate school, department,
course, program etc.



