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Welcome to the Ecology, Evolution and Behavior (EEB) graduate program at the University
of Texas (UT), Austin. At some point in your graduate career, you will be a teaching assistant (T'A)
at UT. This guidebook is meant to provide you with an overview of being a TA, links to job
information and resources and tips for successful teaching during your time as a TA. If you find
resources that have not been included here, let Sandy Monahan (s.monahan@mail.utexas.edu) and
Ulrich Mueller (umueller@mail.utexas.edu) know, so that this book can remain up to date.

JOB DESCRIPTION

Your official job description 1s provided in The University of Texas, Austin Handbook of
Operating Procedures (http://www.utexas.edu/policies/hoppm/12.C.01.html). Under these rules,
the "Department" refers to the College of Natural Sciences. A summary of your role as a TA is
provided in the Orientation section of the Graduate School website
(http://www.utexas.edu/ogs/orientation/ta.html). These two sites provide details of your
appointment responsibilities and pay. In addition, they provide links to teaching Rules and
Regulations of the UT System Board of Regents and UT requirements like Compliance Training
on their sites.

A few important things to note from the Handbook of Operating Procedures are:
* AsaTA, you cannot be assigned lecturing responsibilities by your supervising
instructor.

*  Your position as a T'A can be terminated if you do not meet the requirements.

*  You must complete the required Compliance Training.
First , this does not mean you cannot give a lecture if you want to, but rather that you cannot have
this responsibility unloaded onto you by your supervising instructor. Second, keep in mind that
while people do say 'we cannot be fired', you can. While EEB guarantees funding, they cannot
guarantee that the funding will be in the form of a TA position. If you do not stay registered for the
entire semester or you do not stay in good academic standing, your position can be terminated.
Furthermore, should you not perform your duties adequately, your position can be terminated
during the semester and you can be removed from the future TA pools. Finally, you must complete
compliance training for the university. It is web-based and only takes about 30 minutes. Go to
https://utdirect.utexas.edu/cts/profile. WBX to complete the training.

GraduateSthad requirarants

You must remain registered for 9 hours while you are a TA. Should you drop a course
during a semester (even at the very end) and go below 9 hours, the Graduate School can (and will)
ask you to re-pay the money you were paid for employment, tuition and any other tuition waiver.
UT limits the number of semesters you can teach (or RA) for up to 14 long semesters.

EEB requrarats

For the EEB program, you are required to teach for a minimum of two semesters. You must
meet the EEB program requirements (submission of progress reports, committee meeting
summaries, etc.) to maintain your eligibility for a TA position. You must re-apply each semester
that you need or want an appointment. The College of Natural Sciences requires that you are

registered for, or have taken, BIO398T Supervised Teaching before, or during, your first semester
as a TA.



Intenaticna Sudent requiraTats

Each International Student must attend an orientation at the start of their first year at UT.
Registration for the orientation is available through the International Office:
http://www.utexas.edu/international/isss/students/new/#orient. In addition, you will have to
attend the I'TA Testing and workshop. UT requires that you pass "English screening" and an "Oral
English assessment" in order to be a TA. More information about the I'TA Program is available at:
http://ita.jo.utexas.edu/.

A ndeabaut Al (Assgant Indruda) Padtias

Assistant Instructors are graduate students who serve as supporting teaching staff for the
university. Al positions require that you complete additional coursework and that you are advanced
to candidacy. You will find many references to Al positions as you go through job descriptions and
orientations through the Graduate School website. While you may meet the requirements for an
Al in Biological Sciences these positions are currently not available for EEB (or other biology)
graduate students because they are filled primarily by lecturers. However, completion of these
requirements enhances your teaching portfolio. To look at the requirements for becoming an Al:
http://www.utexas.edu/policies/hoppm/12.C.02.html.

EMPLOYMENT INFORMATION

In the past, information about employment has been confusing to many graduate students.
Graduate Student Employment Guidelines are available from the Graduate School (OGS) website
(http://www.utexas.edu/ogs/employment).

Univesty d Teas Enmall Pdicy

The first step of employment at UT is to set up an email account as your official email for
UT. To set up a UT email account, go to http://www.utexas.edu/its/services/email/. To change
your official email, go to: https://utdirect.utexas.edu/utdirect/bio/address change. WBX. (You
will be prompted for your UTEID and password.) Immediately send your updated email to Erika
Frahm (efrahm@mail.utexas.edu) in the School of Biological Sciences (SBS) Instructional Office.

A note about non-"mail.utexas.edu" email accounts

Many of us have multiple email accounts with Hotmail, Gmail, Mac, etc. These are fine
email addresses for personal communication. Unfortunately, these email servers frequently block
messages from mail.utexas.edu or other University email addresses, even when you have not
indicated them as junk. Each semester, a handful of potential TAs miss the email that allows them
to be appointed as a T'A because of this. While the University policy does not say that we must have
an account from mail.utexas.edu, your best bet is to get a UT address and check it regularly.
Because the policy states,

"The University cannot be responsible for the handling of e-mail by outside vendors (e.g., @aol.com,
@hotmail.com) or by University departmental servers. A student may provide an official e-mail address
resident on, or that forwards to, such a server at his or her own risk."

should you miss an official email about your job, you may jeopardize your TA appointment for the
semester. In the event that this happens to you, talk to both your major advisor and the Graduate
advisor (Frank Bronson). Other details of the UT e-mail policy are found at:
http://www.utexas.edu/its/policies/emailnotify.php. Email is an official means of communication




and you are required to check in frequently. You can miss many deadlines and UT is inflexible
about missing these because you did not read your email.

UTDirett
Much of your personal and finance information is maintained through UTDirect
(https:/ /utdirect.utexas.edu/). It is worth familiarizing yourself with the features of the site.
U'TDirect also provides TXClass (https://utdirect.utexas.edu/txclass/index. WBX?component=0),
a staff training system. On TXClass, you have many options of different types of training you may
have to take during your time at UT. It also hosts information for teaching (e.g., CLIPs, class
rosters), but that will be discussed later. Some important links for the UTDirect main directory are
listed below:
*  What I Owe (https://utdirect.utexas.edu/acct/rec/wio/wio_home.WBX)
Thisomestution, parkingtikesand aha alinehlls.
*  Where's My Check (https://utdirect.utexas.edu/acct/checks/index. WBX)
This proddesinfametian abaut when and whereyaur dhek is depositer.
* My Tuition Bill
(https:/ /utdirect.utexas.edu/acct/tb/my_tuition/my tuition home.WBX)

Nev Enployee Papawak

As with any new job, you will have a mass of paperwork that needs to be filled out before
you can begin work and, more importantly, before you can get paid. If you are to be a TA in your
first fall semester, you should have received a message from Erika Frahm (efrahm@mail.utexas.edu)
in the SBS Instructional Office that tells you most of the following information. In case you did not
receive the information, the links below lead you through the paperwork, in order.

Step 1: Security Background Check (Downloadable PDF)
http://www.utexas.edu/hr/forms/backeround check employee eml50a.pdf

Step 2: Employment Eligibility Verification (I-9 Form) (Downloadable PDF)
http://www.uscis.gov/files/form/1-9.pdf

Step 3: Bring the completed forms to the SBS Instructional Office (NMS 3.104) along with
one of the following forms of acceptable identification listed below. (Also listed at,
http://www.utexas.edu/hr/current/services/I19docs.html.) Please make note that some of these
things you may need to bring with you to UT (some of which you may need to get from your
parents). Any delay in bringing these to the SBS Instructional Office will result in a delay of your

paycheck.

You must have an item from List A or one from both List B and List C.

List A - Documents that Establish Both Identity and Employment Eligibility

1. U.S. Passport (unexpired or expired)

2. Unexpired foreign passport with I-551 stamp or attached INS Form I-94 indicating unexpired
employment authorization

Note: Such combination of documents is only acceptable where the individual is employment

authorized incident to status for a specific employer.

3. Alien Registration Receipt Card with photograph (INS Form I-551)

4. Unexpired Temporary Resident Card (INS Form 1-688)

5. Unexpired Employment Authorization Card (INS Form I-688A)

6. Unexpired Employment Authorization Document issued by the INS which contains a photograph
(INS Form I-766)



List B - Documents that Establish Identity

1. Driver's license or ID card issued by a state or outlying possession of the United States provided it
contains a photograph or information such as name, date of birth, sex, height, eye color, and
address

ID card issued by federal, state, or local government agencies or entities provided it contains a
photograph or information such as name, date of birth, sex, height, eye color, and address
School ID card with a photograph

Voter's registration card

U.S. Military card or draft record

Military dependent's ID card

U.S. Coast Guard Merchant Mariner Card

Native American tribal document

Driver's license issued by a Canadian government authority
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For persons under age 18 who are unable to present a document listed above:
1. School record or report card

2. Clinic, doctor, or hospital record

3. Day-care or nursery school

List C - Documents that Establish Employment Eligibility

1. U.S. social security card issued by the Social Security Administration (other than a card stating it is
not valid for employment)

2. Certification of Birth abroad issued by the Department of State (Form FS-545 or Form DS-1350)

Original or certified copy of a birth certificate issued by a state, county, municipal authority or

outlying possession of the United States bearing an official seal

Native American tribal document

U.S. Citizen ID Card (INS Form I-197)

ID Card for use of Resident Citizen in the United States (INS Form I-179)

Unexpired employment authorization document issued by the INS (other than those listed under

List A)

o
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Step 4: Set up your payroll information. (You will be prompted for your UTEID and
password.)
https://utdirect.utexas.edu/payroll/po8/payroll info. WBX

Step 5: If you are male and have not signed up for the selective service, you must do so.
Below is the link to the appropriate form.
http://www.utexas.edu/hr/forms/selective_service em165.pdf

Step 6: If you are an international student, details should be provided to you in your
orientation or see Erika immediately upon arrival to UT.

New EnployesPaymatt

If you get your paperwork to Erika as soon as you arrive, she will make sure that you are
appointed as soon as possible. However, at UT, you are paid by direct deposit on the first of every
month (for work done during the preceding month. Unfortunately, this means for your first
paycheck in the fall that YOU DO NOT GET PAID UNTIL OCTOBER 1. This is sometimes
difficult for those who have had large moving expenses or for those who were in the field all
summer, but this is a University policy. Bear in mind that at the start of every fall, you do not get
paid until October 1.



The base salary paid by the University for a 20 hour appointment is approximately $1839
for students not admitted to candidacy and $1957 for students admitted to candidacy (Amounts are
before taxes for 2008-2009). The Section of Integrative Biology provides a supplement stipend to
this base TA salary for the long semesters (Fall and Spring). The funds in the Integrative Biology
Graduate Excellence (IBGE) account are generated by the additional, voluntary teaching duties of
IB faculty (six additional Freshman seminar courses are taught each year). The IB salary
supplement brings the pre-tax total of each of your monthly checks to $2000 for students not
admitted to candidacy and $2100 for students admitted to candidacy. This supplement not only
covers students who have a TA appointment, but also those that have a Research Assistantship or
who are funded by other fellowships. For TAs, the IBGE account for the supplement also intends to
cover most of your tuition each semester. The amount of tuition that the supplement actually
covers depends on the amount remaining in the fund that has not been used to raise the monthly
salaries. You will receive your tuition payment AFTER the 12th class day. To receive the
supplement, each semester you must fill out a request form and return this form to Theresa Barnes.
Failure to do this, will prevent you from receiving the extra money.

Tution Waivesand Paying T uition

If you are not from Texas and you are a TA, you are eligible for a Tuition Waiver that
waives out-of-state tuition. You will have to apply for a waiver every semester that you are at UT
because you will never be a resident of Texas according to UT. The process of acquiring a waiver is
simple. Each semester you will (likely) be reminded to complete a waiver, but you should do this as
soon as you receive your appointment. On U'TDirect, go to Request Waivers under My Finances
Page and then See Full Category Listings or follow this link:
https://utdirect.utexas.edu/acct/fb/waivers/rte_request. WBX. Complete the information
necessary for the waiver and click Submit. You should have your waiver instantly. UTDirect keeps
a record of all of your waivers at: https://utdirect.utexas.edu/acct/fb/waivers/index. WBX.

If you are a TA, you have much of your tuition reimbursed by The Graduate School. You
can pay up-front and wait for the reimbursement, or you can wait until you receive your official
appointment from the Instructional Office and the amount provided by the Graduate School will be
automatically subtracted from the total tuition amount that you owe. Following your
reimbursement, you will still have a small balance. If you have the necessary funds, you can pay this
outright and wait from the reimbursement from the IGBE supplement fund. Another alternative is
to take out a tuition loan from the University. UT permits you to take these loans at the start of the
semester and pay them back before the semester finishes. You can access this through UTDirect
and this link: https://utdirect.utexas.edu/acct/loans/tuit/tuit home.WBX (You will be prompted
for your UTEID and password). Additional information about tuition loans is available under FAQ
in the Navigation menu.

EmployeBadits

As a UT Employee, you have access to many different benefits packets. Each fall the
Human Resource Service Center (http://www.utexas.edu/hr/index.php) hosts orientation sessions
over a period of 2-3 weeks that will introduce you to the available options. There is also a course
that you can take through TXClass (free) that introduces graduate students to their insurance
options. On UTDirect (you will be prompted for your UTEID and password), go into TXClass and
search for PN200 or use this link:
https://utdirect.utexas.edu/txclass/rlisting. WBX?component=0&course prefix=PN&course numb




er=200&type of recs returned=A. This can be a handy introduction or reminder for you if you
have not been a TA in a while.

In general, you have 31-calendar days beginning with the start of your appointment to
complete the insurance enrollment. You can find information about the different programs at
http://www.utexas.edu/hr/current/insurance/. All forms are provided on the HRSC website:
http://www.utexas.edu/hr/current/forms/. If you prefer, you can call HRSC at 471-4772. (On a
campus phone at UT, just dial the last 5 numbers). Alternatively, you can go to the HR office in
NOA (http://www.utexas.edu/hr/contact/directions.html). In most situations, you will be referred
to the benefits information provided on the site listed above. Aside from health insurance, you also
have the option of enrolling in a life insurance program. Consider carefully the options for life
insurance because you may end up at UT longer than you expect, and certain options are only
available the first time that you enroll.

At the end of spring semester, T'As have the option of having insurance deducted out of their
paychecks to cover their health benefits over the summer. RAs do not have this option. Be sure to
plan this accordingly.

Some other tips for enrolling in benefits and managing your finances are provided on the
following websites:

* The Graduate School provides a handful of tips for managing finances.
http://www.utexas.edu/ogs/gradlife/money/

* Student Employee Information and Access
http://utexas.edu/hr/student

* Employee Discount Program (Your UTID must say staff to use these.)
http://www.utecas.edu/hr/edp

* Faculty and Staff Associations
http://www.utexas.edu/stafl/associations.html.




TA APPOINTMENT'S

Gatiga TA Appantmant

Teaching assignments are appointed by the SBS Instructional Office. A TA is a 9 month
appointment at UT. (RAs are 12 month appointments.) Your primary contact regarding all official
business for the TA is currently Erika Frahm (efrahm@mail.utexas.edu). She is responsible for your
financial paperwork, assigning T'As to each course/instructor and she is your primary contact in
SBS for dealing with problem situations that may arise over the course of your TA (e.g., problems
cannot be resolved with the help of your supervising instructor).

Each semester you will be asked by Sandy Monahan (Graduate coordinator) whether you
will need a TA for the upcoming semester. You must respond to Sandy by the designated deadline
to be entered into the "TA Pool". Following this, you will receive an email from Erika that tells you
to enter the TA Matching System to rank your preferred courses. Read and follow all instructions
in this email letter.

SBS uses a TA Matching System to assign T'As to appropriate courses and instructors. Each
semester you will go to the designated website by a required date, choose up to 5 courses/instructors
and rank them based on your preference. Once all TAs have made their choices, the instructors go
into the system and rank their preferred TAs in a similar manner. However, depending on the
actual matches that take place, Erika ultimately has to manually assign you to the course and
instructor. Unfortunately, this means you may not always get the TA you want, but hopefully you
will get one of your top choices.

When selecting an instructor, talk to T'As who have taught previously to find out what each
instructor 1s like, how much work is involved for the course and what the instructor expects. This
limits unexpected workloads and unpleasant interactions with your supervising instructor.

One way to help you insure that you have a chance to be assigned the TA of your choice is
to talk with the course instructor for the course of interest. For first-year students (presumably still
off-campus), email the instructors and explain why you are interested in TAing the course and why
you believe you would be a good TA for that course. If you have experience in a certain field or
course, tell them so that they know to rank you at as their top choice in the TA Matching System.
Sometimes this still may be too late, but it's worth the effort for a TA that best suits you.

If, at any time during your graduate career, you think you might be away while the
matching system or TA Pool emails are sent, it 1s strongly recommended that you plan ahead and
contact Erika and Sandy to let them know before you leave. Provide them with the dates that you
will be traveling, the courses you prefer to teach and any other details that you think are relevant.
By doing this, you eliminate the chance of being left without a TA when the next semester rolls
around.

Yar Supanvisngl ndruda

The instructor for the course that you TA 1is your Supervising Instructor. They should be
your primary resource for dealing with the students in your classes. Most of these people know UT
polices very well and are great resources for dealing with issues you have with students. Developing
a good working relationship with this person is a key factor in having a successful TA. You should
begin your semester by meeting with this person before the semester begins. In Appendix II you



will find a list of questions about your duties and expectations to ask your professor. By doing this,
many problems can be alleviated before they even arise. Keep in mind, instructors review your
performance at the end of the semester and these evaluations can influence your ability to have a
good TA 1n the future. Should problems arise that you feel you cannot resolve on your own, talk to
Erika in the SBS Instructional Office for possible solutions. The Department of Instructional
Innovational Assessment (DIIA) provides tips on maintaining a successful relationship with your
supervising instructor (http://www.utexas.edu/academic/diia/gsi/teaching/workeffectively.php).
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TEACHING AT UT
GdtigdatalasaTAa UT

Whether you have taught at other Universities or this is your first teaching position, having a
handle on how the University works is really beneficial. This next section provides information
about on-campus resources for TAs and students, basic expectations you should have for what you
will be doing and other resources to help make your first semester go smoothly so that you can
concentrate on other things.

Overview of Teaching

After being given a TA assignment, you should make a semester plan. The University
calendar for the semester is available at: http://registrar.utexas.edu/calendars/index.html/. First,
contact the supervising instructor for your course assignment. You will need to discuss with this
instructor what they expect of you as their TA and what your responsibilities will be for the course.
See Appendix I for questions to ask and a summary of possible TA duties that are also available on
the Graduate School website (http://www.utexas.edu/ogs/orientation/ta.html).

For your TA, you will be in charge of labs or discussion sections. Lab appointments are
usually 30 hour appointments. This means you have more student contact hours than a discussion
section appointment. Labs at UT are independent of lecture and are not necessarily taken
simultaneously with the corresponding lecture. Many labs have pre-prepared exercises that you will
supervise. Discussion is the same as recitation at other Universities. What you do in each discussion
section will depend on the course. In some courses you will help students with homework during
discussion sections, in some you will read and discuss scientific papers and in some you will organize
tull activities for the students to complete.

In total, you should spend no more than 20h per week (30h for labs) on teaching, including
attending lectures, preparing for discussion/labs, running the discussions/labs, grading and office
hours. Each week, you are required to attend discussion sections or labs and maybe the lecture for
the course. You must also hold office hours each week (2-3 hours per week). Keep in mind you
should also set aside additional time for lesson planning and preparation of material for the course.
In many courses, you will also have to help proctor and grade exams, so set these times aside.

Finally, at the end of the semester, you are required to give the students an opportunity for
feedback using the end of semester evaluation forms (Course Instructor Surveys). As for final
grades, your contribution and responsibilities will be up to the individual instructor. Most
instructors require that you proctor the exam, but grading the finals may be performed by an
independent grader.

The course you are teaching

UT gives you course names in terms of course number (BIOwxyz). The letters of a course
number tell you the department: BIO is biology. The first digit (w) tells you the number of credit
hours the course 1s worth. If the second and third digits (x,y) are between 01 and 19, the course is in
the lower division, meaning freshman or sophomore-level. If they are between 20 and 79, it is an
upper division course, meaning junior or senior-level. Between 80 and 99, it is a graduate-level
course. The fourth digit (z), is a letter that may be used to designate courses designed and taught in
separate semesters. Courses also come with a "Unique Number". Unique numbers are assigned to
sections of a course.

11



The difference in teaching an upper-level and lower-level or majors and non-majors courses is
often a matter of preference. Freshman and sophomore classes may not be as challenging in
content and often have large enrollment, but they do provide a larger variety of student interests
and provide you with an opportunity to learn how to teach basic concepts. They also may require
less rigorous preparation than upper-level courses. The appeal of the upper-level classes is that most
of the students have already succeeded, know they want to study biology and lack the need for
encouragement that the lower-level courses require. Frequently, these are much smaller classes as
well. Furthermore, these can be in your more specific area of research. Non-majors classes can be
very rewarding. While students in these courses may lack the enthusiasm that majors have, the
courses provide an opportunity to introduce non-majors to the importance of understanding and
applying biology to every day activities.

Since you have to teach for at least two semesters as part of your EEB graduate education,
you have the option of teaching different courses. Some people prefer teaching the same course
every semester because the preparation has already been done. Others prefer to try many different
courses so that they have a variety of teaching experiences (e.g., in preparation for later teaching
duties as faculty). Like the type of course, this is a matter of preference and either method has its
own rewards.

Offices, Office hours and contact information

In EEB, TAs are assigned offices that should have a desk, a file cabinet and a book shelf.
Usually you can use this for work and research. Most TAs also use their own office to hold office
hours, but check with your Major Advisor about using this space for office hours. (If you have office
mates, you should also inform them of when you will hold your office hours. You have the option of
reserving a separate space for your weekly office hours so that you have a separate space to do your
own work. This can be worthwhile if you worry that students might show up unannounced. Either
way, you should provide students with the room number and times that you will be available for
them to ask you questions. Room reservations in Patterson (PAT) can be made through the
Integrative Biology Office. Other rooms can be reserved by calling Sam Ross (471-4882) in the SBS
Instructional Office.

You should also provide students with contact information (phone number or email).
Consider whether you want your personal information available to the students in the UT directory.
Students will call you at home if you leave that information available to them. You can make this
information private using UTDirect (http://utdirect.utexas.edu). You should also consider whether
you want your students to be "Friends" with you on Facebook and other social networking sites.
Many TAs use Facebook as a means to set up study groups. Similarly, some TAs use internet
messaging software for office hours or before exams to give students access to asking questions. In
any case, it's your choice, but be aware that they will look for you as soon as they realize you might
be online.

Assessment and End of semester evaluations (Course instructor surveys)

At the end of every semester, you are required to give your students the opportunity to
evaluate your performance as their TA. When students evaluate you, you must not be in the room
and thus, must appoint a reliable student to administer the survey and bring them to the SBS
Instructional Office. The official form is provided to you for each of your sections from the SBS
Instructional Office. They are supplied by DIIA (Division of Instructional Innovation and
Assessment) (http://www.utexas.edu/academic/diia/assessment/course instructor/index.php) is in
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charge of your course assessment forms. A link to their policies and justification for end of the
semester evaluation is found at http://www.utexas.edu/academic/diia/gsi/assessment/ and
http://www.utexas.edu/academic/diia/gsi/assessment/research behind.php. They also post the
results of your survey online for UT faculty, staff and students to view at the end of the semester
(https:/ /utdirect.utexas.edu/mec/cis/index. WBX). You must have a UTEID and password to
access these surveys. Other course assessment is available to you as explained on the DIIA website
(http://www.utexas.edu/academic/diia/assessment/index.php/).

Resarcssfa yau
Textbooks, photocopying, multimedia keys and other things

The School of Biological Sciences Instructional Office has many resources to help you with
your teaching responsibilities. You will find the office in NMS 3.106. In the office, you have access
to photocopying for your courses. To use the copiers, speak to Sam Ross at the front desk for the
copier code and the key to the room where the photocopiers are kept. Ifit is your first trip to the
office, have Sam show you around the copier room, so that you can find paper if you need it.
Should there be copier jams, paper shortages or other issues in the room, talk to Sam. Sam can also
reserve rooms for review sessions. Let him know when and how many seats and he can make that
reservation for you.

The Instructional Office also loans you a textbook for the semester. Sam will give you a
textbook upon request. You will need to let him know the course number, instructor, textbook title
and author so that he can give you the appropriate text. These books are just on loan, so you must
return them at the end of the semester.

To find things like dry erase markers, overhead markers and other classroom resources, go
to the Biological Storeroom (NMS 3.248). These items will be charged to the course account. You
must inform your Supervising Instructor that you will be charging these to the course before you
purchase them.

The Instructional Office is also where you will pick up your end of semester evaluations and
where someone from your class will turn them in for you. After the semester has finished, you will
also be able to pick up the results to your evaluations in thse SBS Instructional Office. These are
handy to have around for your teaching portfolio, so remember to pick them up when Erika sends
out the reminder.

Multimedia keys are available to access the multimedia podiums found in many of the
classrooms. They access the drawer that holds the keyboard and computer towers in the podiums.
These keys are available in the Office of the Dean. To get a key, you must go to WCH 3.140 and
sign out a key. When you receive the key, you will also receive the password to the multimedia
podiums in the classrooms. Do this early so that you have full access to everything when you go into
the classroom.

Rosters, photo rosters, access to online gradebooks and Blackboard and other web resources.

To find out who your students are, your instructor should give you a class roster. In
addition, your instructor can add you to the online services like CLIPs (Class Information Pages),
eGradebook and Blackboard. This will also give you access to a photo roster that provides you with
the ID photos of students enrolled in your course. Your instructor must do the following to add you
to the online services:
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First, you must be authorized on eGradebook functions. Have the instructor go to "My
Classes" on UTdirect (http://utdirect.utexas.edu). For each unique number, the instructor must
click where it says "Authorize assistants" on the left hand menu. They need to then add the TA
EID into the boxes and click check boxes for Roster access, Blackboard functions and grades.
Adding TAs for grades is optional, but the others are really helpful.

Alternatively, when there are multiple unique numbers for a class, the instructor can
combine sections into one, so that all actions can be done to one unique number. To do this on
eGradebook, you first select the first unique number and then go to the menu on the left and click
"Associated classes". The instructor can then select specific unique numbers that the TA is to be

added.

To get copies of your rosters and photorosters, go to the Class Information Pages (CLIPs) in
UTDirect: https://utdirect.utexas.edu/nrport/clips_ menu.WBX. Select the semester and year's
rosters that you want. You should then get a list of all of the sections that you are teaching. Click
the five digit number on the left (Unique number) and a Navigation menu appears on the left. From
there, you can click to get a plain roster (and you can choose what information you want to
download) or a photo roster. Photo rosters will display on the screen in front of you once you click
the menu. You can adjust how many photos appear on a page and how many unique numbers are
displayed. However, you must print them while they are on the screen because you cannot save
that confidential information.

Blackboard is a web resource useful for distributing course material (e.g., syllabus) and for
facilitating communication. Blackboard can also be used to send out whole-class emails. Keep in
mind, students are unaware that these emails must follow UT official policies and the policies are
worthwhile to provide (http://www.utexas.edu/vp/it/policies/aup/ and
http://www.utexas.edu/academic/blackboard/answers/email abuse.html). Blackboard can also
be used to post quizzes that can automatically be graded upon completion. There are free 1h
courses available for you to help you examine all of Blackboard's possibilities. Visit the DIIA
website for details on Blackboard (and eGradebook)
(http://www.utexas.edu/academic/diia/seminars/teaching blkboard egrade/index.php) and the
associated ASPECT'S courses (http://www.utexas.edu/academic/diia/gsi/aspects/index.php) that
will help you use these effectively.

WebSpace (http://www.utexas.edu/its/webspace/index.php) is a web-interfaced file storage
system that is provided to every student for free by the university. It provides 1 GB of online space
for all students, allowing you to store important documents like homework, notes, papers, data,
graphics, etc. You also have the option to share your documents with others by creating a directory,
or you can use the space to make your own web page. You can do this to make a webpage for the
class you teach or you can do this for your own professional development (or both). See below for
access to web development software.

UT also provides you with free and discounted software. Information Technology Services
(ITS) provides free software called Bevoware:
https://www.utexas.edu/its/bevoware/download/#Ultilities. You also have access to discounted
Microsoft programs at UT Campus Computer Stores (https://webstore.hied.com/cgi-
bin/WebObjects/CampusComputer.woa). The university is also licensed for many other software
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packages that you can access for personal and in class use. Go to https://webstore.hied.com/cgi-
bin/WebObjects/CampusComputer.woa/4/wo/u0UO2mg2cMjcoSOYRWh220/0.5.57.1.5.1.1.1.
3 for a list of available software.

Confidentiality at UT

Details on the UT policy for material allowed to be kept on your computer can be found at:
http://www.utexas.edu/vp/it/policies/uts165/ and
http://www.utexas.edu/its/policies/opsmanual/cat-1data.php/ and more general information on
confidentiality of student records http://registrar.utexas.edu/students/records/ferpa/ - P12_509.
In order to maintain confidentiality at UT, you are not allowed to keep any information not
available in the student directory on your personal computer. This means that all grading
information must be maintained on a secure computer, such as eGradebook. It also means that
association of students names with social security numbers and UTEIDs also cannot be kept on your
computer. Be attentive to this as you are dealing with grades during the semester.

Finding your classroom

Each building on campus has its own three-letter abbreviation, PAT is Patterson Labs. You
can find the building on the University map at: http://www.utexas.edu/maps. The first digit of a
room number on campus indicates its floor. In some buildings, the second digit refers to the wing of
the building that the room 1s located in. All buildings have a map, if you get lost. To find the
building and room number for your classes, you can go to the Course schedule on the registrar's
website: http://registrar.utexas.edu/schedules/index.html.

What to expect in your classroom

The College of Natural Sciences maintains a website that lists what should be in a classroom
when you walk into the room (http://cns.utexas.edu/it/general purpose_classrooms.asp). It tells
you everything from number of seats to type of multimedia. You are required to have in every
classroom on campus: An overhead projector and a chalkboard/dry erase board. If anything is
missing from your classroom or you need help with the multimedia consoles, contact the College of
Natural Sciences Classroom Maintenance and User Support Team
(http://cns.utexas.edu/information_technology/cmust/). For additional information:
http://cns.utexas.edu/it/classroom_technology getting started.asp (Basic starting information),
http://cns.utexas.edu/it/classroom_technology_instructions.asp (Using different aspects of the
multimedia podium), http://cns.utexas.edu/it/(General I'T website). While handy for CNS
classrooms, most often, you won't teach there. If you are outside CNS, ask the SBS Instructional
Office for information on who to contact for assistance.

Tipsfa tedhingand resoras far different teaching methods

So now you have the basic information about how to get around and use your classroom.
You should have your class syllabus and your textbook, so now you have to decide what you want to
do with the students. Below you will find a few pointers to setting up an effective teaching/learning
environment, places to find activities and ways to manage your time so that teaching doesn't take up
too much of your time.

Your first teaching assignment

Teaching successfully and comfortably can take practice. Many teaching strategies and
methods will be covered in the required BIO398T course. This course is geared towards teaching
you about successful teaching methodologies and philosophies. It will also help you set up your
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teaching portfolio. After you go through this class, you should have a handle on many different
ways to run a class. However, many of you will not complete 398T before you start teaching.
Below you will find ways to get started with your teaching assignment.

Organizing your semester

In many cases, you will be designing what you do each week, so it's worth using the course
syllabus and making a long-term plan. On the long-term plan, keep track of the material being
covered in lecture and the activities or subjects that you will cover in discussion section (or lab). Add
in University holidays and important dates on the university calendar (e.g. registration)
(http://registrar.utexas.edu/calendars/index.html/). Also include the course exams, so that you
can incorporate those into your lesson plans. Include your own exams, assignments, grant
deadlines, etc., so you know when you will know when you will not have as much time as you could
for the students. Set up some goals for each week and even for yourself. Finally, write in what you
will need to do to prepare each week and give yourself a time-limit. Your 20 hour appointment
includes time spent in lecture, discussions/labs, office hours, exam proctoring, review sessions and
your weekly preparation. Stick to 20 hours each week so that you can manage your own work
around the TA. For suggestions on making long-term plans, go to:
http://ndcurriculuminitiative.org/images/uploads/9ND.pdf.

Setting the tone of the classroom

Starting your first teaching position or starting with a fresh crop of students can be made to
be more positive by setting a positive tone and establishing a helpful environment the first day that
you meet with the students. A few strategies for setting the appropriate tone for your sections are as
follows:

Make a syllabus. A checklist for information to include on this handout is added as
Appendix III at the end of this guidebook. You can call it a first-day handout or a syllabus, but in
either case it serves the same purposes. First, it should provide the students with the due dates, test
dates and grading scheme for your section. This gives the students the information on what purpose
your meeting times serve. Second, tell the students your goals and objectives. Make these
encouraging, so that the students know that you're there to help them, not intimidate them. Finally,
put your rules on the syllabus. Decide things that you find unacceptable and tell them outright what
1s not allowed in your sections (e.g., cell phone ringing, being on Facebook in class). This helps to
reduce unnecessary negative interactions with the students. As a pointer, don't make a lot of these
or it makes it seem as if you're unreasonable.

Learn the students' names. Use the photo rosters that are provided to you to practice their
names and use them when you're not quite sure of their names as the semester goes on. You can
also have them provide you with basic information to help you remember then on index cards on
the first day and ask them about their interests. Professors and lecturers often seem completely
unapproachable. Learning students' names and using them will make them feel you are more
approachable and will make them more comfortable asking questions during discussion sections and
labs. Having students discuss class material makes the whole experience much less painful for
everyone. Plus, knowing their names demonstrates that care about teaching.

Be prepared. Go to the lecture and make note of things that were challenging to you when

you learned the material and the things that may not have been presented clearly. Read the
textbook, lab manual or paper and try to anticipate the problems the students will have. If they
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don't ask questions, prompt them about major topics. This demonstrates that you saw it wasn't
clear and that you know the material. Inevitably, no matter how prepared you are, they will likely
come up with things you don't know the answer to or that you did not expect. In this case, tell them
you will look it up and then do so. Report back to them either by email or the following week in
class. (Alternatively, have them look it up and report back to you and/or the class.)

Make lesson plans. Instructors vary in the degree of structure for their TAs in leading
discussion. Even if your instructor wants you to just take questions in the discussion section meeting,
you will have to do more than ask the students if they have questions. Ways to motivate students are
provided on the DIIA website http://www.utexas.edu/academic/diia/gsi/tatalk/blahs.php.

Lesson plans can make for an organized discussion or lab section. They make the student more
confident in your performance, and can limit your anxiety about teaching. Setting up good lesson
plans can be difficult. The desire is to write a very brief outline or to write out every detail. Lesson
plans that are diagrammed to the minute can help you manage your time effectively, but take a lot
of time and effort. Three major things that should be included regardless of the detail you put into
your plan. First, identify 3 major points you want the students to get from that day's class and write
them on the board. Second, consider the material they should understand before walking into
section. Third, come up with a way to assess what they learned from the section. This doesn't have
to be a quiz, but can just ask them to write out what still is not clear at the end of class. A link to
making lesson plans is available here under the SI Model and Lesson Planning:
http://www.utexas.edu/student/utlc/supplemental instruction/manual/.(SI refers to
Supplemental Instruction, a program offered for certain undergraduate students that focuses on
mastering study strategies. T'As who are in the program receive extra training that helps these TAs
learn how to incorporate study strategies into their discussion sections. The manual is available to
all TAs and provides different examples and approaches to teaching biology.)

Managing the classroom

Inevitably, there will be days where things don't go smoothly. Most common problems are
things like lack student participation, students talking over you or each other, or cheating. When
you run into issues like these, the UT Center for Teaching Effectiveness (CTE) provides a website
designed to provide information on quality teaching, specifically for college level students
http://www.utexas.edu/academic/cte/resources/teach.html#strategies. CTE and DIIA maintain
links to teaching methods both inside and outside U'T. DIIA has a link to common teaching
problems and previously successful strategies to deal with them
http://www.utexas.edu/academic/diia/gsi/teaching/index.php. There is also a publication called
TA Talk published by DIIA/CTE that illustrates how to address problems
(http://www.utexas.edu/academic/cte/tatalk/). Finally, if you're looking for specific examples of
how others have dealt with problems, some examples are available on the SI Manual website
http://www.utexas.edu/student/utlc/supplemental instruction/manual/.

If you suspect any cheating or academic dishonesty during the semester, report it to your
supervising instructor. In most situations, TAs cannot do anything directly. All paperwork has to
go through your supervising instructor. You will hear more details about this in BIO398T. Some
basic things to keep in mind are:

* Do not accuse the student immediately.

* During exams, you cannot stop a student from finishing an exam, but you can
ask them to move to another part of the room.

* Ask another proctor to watch and see if they notice anything about their
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behavior.
* Make sure you know the names of everyone who potentially was involved.
* Cheat sheets found during or after the exam can be confiscated.
* If you find evidence in any submitted work, show it to your class instructor.
Contact Student Judicial Services for further questions (http://deanofstudents.utexas.edu/sjs/).

If an emergency situation arises in your classroom or lab, remain calm. When you are
assigned a lab TA, directly ask the supervising professor the protocol for emergencies that require
medical attention in the laboratory before you begin your teaching assignment. In any case, if you
judge the situation as life-threatening, call emergency services at 9-911 and/or UT Police at 911. If
it is not that serious, call UT Urgent Care at 5- NURSE. If you think it is appropriate, send the
student (accompanied by another student) to the health center main desk in SSB, or to Urgent Care
in SSB 1.408C if it 1s after hours. You can also offer to walk the student to University Health
Services yourself.

If you think that a student may harm themselves or others, the UT Counseling and Mental
Health Center (http://cmhc.utexas.edu/) is available to all students. They have an emergency
hotline (471-2255) that you can contact. You can also contact the Behavioral Concerns Advice Line
(http://www.utexas.edu/safety/bcal/, 512-232-5050). More information for helping a student is
available at (http://cmhc.utexas.edu/facultyandstaff.html). If a violent situation occurs, dial 911 to
contact UT police. Students may approach you, as a friendly, helpful TA, with personal problems.
TAs should respond to the initiative of the student by helping them locate appropriate resources,
but remember you are not a trained counselor and students can become dependent on a TA and
not find the outside help that they really need.

Another helpful pointer is that TAs are not allowed to have a social relationship with a student
outside of class(e.g., dating, going to parties together). Even if both parties are agreeable to the
relationship, this falls under a form of harassment because of the power difference between the TA
and student. Wait until the end of the semester to have social relationships with your students.

Always keep the supervising professor aware of what is going on in your section should any
problems arise. DIIA provides some tips for keeping a good relationship with your supervising
instructor (http://www.utexas.edu/academic/diia/gsi/teaching/workeffectively.php). If you need
other suggestions on how to deal with behavioral problems or any other student issues, you can talk
to the instructors from BIO398T. Talk to other TAs too, especially those who have taught that
course previously. If you have problems with your supervising instructor, email Erika. She often
knows the best way to deal with different problems or can at least direct you down the right road to
coping with the issue.

Other teaching resources

In general, DIIA is a good place for tips on teaching for TAs (referred to as Graduate
Student Instructors or GSI). The link to their page 1s
http://www.utexas.edu/academic/diia/gsi/index.php. DIIA offers free courses in "Advancing
Students' Professional Excellence with Certificates in Teaching Series" or ASPECTS. ASPECTS
courses are offered during the long semesters. For the ASPECTS schedule and to register to take a
course go to http://www.utexas.edu/academic/diia/gsi/aspects/. They also offer a Certificate
Series that you can use to enhance your teaching portfolio.
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The DIIA website also provides links to other resources such as, opinions of other TAs at
UT, managing the classroom and common problems that occur with students and in your
classroom. Follow the links in the side menu on the DIIA GSI main page
(http://www.utexas.edu/academic/diia/). Many of these links are found throughout this
guidebook, but some of them do not necessarily fit into the subject headings here.

| nfarmetian, resourass and asssancefar undegraduates
Overview of Undergraduate requirements, expectations and options

It's often helpful to get an idea of what the undergraduate students are required to do so that
you can help them make better decisions and organize themselves. For the College of Natural
Sciences, David Laude, the Associate Dean for Undergraduate Education, has composed a list of
commonly abused policies for faculty. This document is available as Coursework and Routine:
Policies, Procedures, and Recommendations: http://cns.utexas.edu/faculty/. A few worthwhile
policies to point out are as follows: Q-drops allow students to drop a course, without penalty, even
after the last day of the Add-Drop period (12th class day). See the full summary of policies for
details. Substantial final exams cannot be given during the last week of classes. Also, be sure to
review the policies on harassment and academic dishonesty.

University Ombudsman

The University Ombudsman's office is in the Student Services Building (G1.404). The
Ombudsman acts as a third party for UT related grievances from students, faculty and staff. The
link to their website 1s (http://www.utexas.edu/student/ombuds/). They are a resource for
complaints, policy issues and other general problems (e.g., grade issues, student conflicts). Their
goal 1s act as an independent party to resolve issues and provide assistance and guidance for UT
related issues. They will not act as your representative or as legal counsel.

Legal Services

Should a problem require legal services, the University Ombudsman will not get involved.
All students do have access to legal services through the University Office of the Dean of Students
(http://deanofstudents.utexas.edu/lIss/index.php). Legal services include Consultation and
Representation in areas such as landlord-tenant disputes and name changes. The Handbook
(http://deanofstudents.utexas.edu/Iss/handbook/index.php) on their site also provides guidelines
on things to be aware of before entering a lease, marriage, etc. Notaries are also available on
campus. For professional services, go to the Registrar's Office in Main Building, Room 1. Other
Notaries on campus are provided here: http://deanofstudents.utexas.edu/Iss/index.php. For
personal notary services, the University Co-op (Guadalupe) also provides services.

Resources for struggling students

UT provides many different options for students struggling with classes or the general
university environment. Many students, including graduate students, are unaware that these are
available. A summary of resources available to undergraduate students is in Appendix IV . You
can direct questions about each of these to the appropriate department as provided by link or by
phone number.

First, University Health Services is free for students enrolled during a semester. (To use the
Health Services, you must be enrolled, even during the summer.) Services at UHS include annual
checkups, physical therapy, allergies and immunizations. To see what's available at UHS, go to
http://healthyhorns.utexas.edu/. Students can visit UHS when they are ill and even be excused
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from classes when necessary. UHS also provides mental health services that are free and
confidential to all students (http://www.cmhc.utexas.edu/). There are a variety of services that they
provide. Most comforting to many students is that the counseling is confidential no matter who
pays their tuition. Recommending counseling to your students may seem awkward. It may be
worthwhile to put these types of links on your syllabus or introduce them in a low-risk manner. For
example, one of the group classes is 'Stress-Management'. Introducing this during finals or before
exams, 18 much easier to accept than 'therapy'. (Keep in mind UHS services are available to
undergraduate and graduate students as well.)

If students are struggling with coursework, the UT Learning Center (UTLC) offers one-on-
one tutoring and other help such as time-management, GRE preparation and academic counseling
(http://www.utexas.edu/student/utlc/). Most services at UTLC are free. They provide at least 5 h
of free one-on-one tutoring in supported subjects. Drop-in tutoring, mentoring and teaching teams
are always free. Many of the undergraduates at UT are also part of incentive programs that give
students more free tutoring sessions. Also, many times, if students have financial hardship, it's still
worth sending them to UTLC because there are often means to get around the cost of tutoring.
UTLC also offers refresher courses in areas like Chemistry and Calculus. Students can enroll in
these 1-2 day courses using this link: http://www.utexas.edu/student/utlc/classes/. Finally, the
UTLC offers handouts (that are also useful for you) that help students develop ways to avoid
procrastination, develop effective study habits and other methods to help them manage difficulties
they might have in their courses.

Getting your students involved in research

At UT, undergraduates have many opportunities to get involved in research. See Appendix
IV for some of the opportunities that they have. Still, many of us want the opportunity to mentor a
student in our research and more importantly to do some of our own research. To stimulate student
interest in your research, you can introduce your project in the context of your class. Some people
choose to introduce themselves and their research interests on the first day, but be careful with
scientific jargon or concepts that may be difficult to understand for novice students. Try and use
your projects as an example of the material you're teaching so that they know what your do. Then,
if you've collected some information about each of the students in your class (see section on learning
your students names), you can find out how many of them are interested in assisting you in your
research. Finally, openly tell the class that you have projects available. Some labs have money to
pay students, while others are willing to allow undergraduates to work on your project for
undergraduate research credit. Mentoring a student in research is time-consuming, but well-worth
it if you find the right undergraduate.
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APPENDIX I - IB SUPPLEMENT FORM

SECTION OF INTEGRATIVE BIOLOGY
1 UNIVERSITY STATION C0930

THE UNIVERSITY OF TEXAS AT AUSTIN

| Ain, Teas78712 U.SA. ¥ (512) 471-5858 ¥ fax (512) 471-3878

TheeaBanes ¥ 512-471-7102 ¥tharnes@mail.utexas et

May 12, 2008

TO: All IB Affiliated Graduate Students
FROM: Theresa Barnes, Executive Assistant
RE: FALL 2008 Supplemental Salary Support

In order to assist me with Fall 2008 Salary Supplements through IB please complete this form and
return it to me by May 31, 2008. IfI do not receive a form back from you I will not
process any salary supplements and/or tuition reimbursements.

NAME: EID:
GRADUATE PROGRAM:
Have you been officially admitted into candidacy? If Yes, when?

Please choose from below the type of support you will have for Fall 2008? (circle one)
1. No Support 2. TA 3. GRA 4. Fellowship/Scholarship*
*Please attach a copy of the award letter if you have a fellowship/scholarship.

Name of fellowship/scholarship:

Fellowship/Scholarship 9 or 12 Month Award:

Fellowship/Scholarship Award Amount Per Month/Yearly:

(i.c. 2000/24,000)

Fellowship/Scholarship Insurance Amount Covered:

Fellowship/Scholarship Tuition Amount Covered:

Any Other Additional Support: none

If any of the above changes after you return this form to me please let me know immediately via
email to tbarnes(@mail.utexas.edu

21



APPENDIXII - BIO 398T - GETTING STARTED AS A T.A.

The following checklist describes some of the duties that you may be expected to fulfill as a TA. You should
make an appointment to discuss with your supervising professor which duties he/she expects.

TAs often:
I Attend class. Distribute handouts, take attendance, take notes, administer quizzes, operate classroom multimedia
(computer, slide projector, VCR, Classroom Performance System).

I' Run discussion sections or labs (professor not in attendance).

' Hold weekly office hours. Ask where, when, and how many hours per week (e.g., 3). Consult with your major
professor in advance about whether you can hold office hours in your lab office.
Meet weekly with professor and/or other TAs for the class.

. Proctor tests, both at scheduled times and for students who need to take them at other times.

. Help administer and grade the final exam (during the scheduled final exam period)

. Handle and document cheating. (We will discuss University policy/procedures.)

. Hold additional review sessions prior to tests.

. Type and/or photocopy quizzes, tests, handouts.

. Grade homework, quizzes, exams, lab reports. Maintain course grade records.

. Proofread and comment on drafts of exams. Write some exam questions.

. Advise students on the course, on other academic matters; TA’s might guide the student to resources for help with
non-academic personal problems.

I Assist with class email lists; develop/maintain class web page; post materials and grades on Blackboard, CLIPs, or

other secure courseware pages

I' Inlab courses, participate in setup, preparatory meetings, and cleanup.

' Accompany field trips; organize equipment; possibly drive University vehicles (certification required)

' Run library errands and sometimes other errands on campus.

Less commonly, TAs: (usually experienced TAs who are promoted to Assistant Instructors)
I' Present full class lectures (Only Als can do this in the professor's absence.)

I' Develop class handouts and/or make up their own handouts for discussion or lab

' Write exams and quizzes, set the exam curve and determine letter grades

I Have students fill out information cards if the professor doesn’t do it

Specific points to bring up with your supervising or major professor:

' How should students contact you outside class? Do you want to list your home phone in the campus directory? Isit
O.K. for you to receive phone calls in your major professor's lab? Can students come by the lab to look for you?
Should students email you and count on your response?

' Will instructor have students fill out information sheets or cards? If not, you might want to do this (nicknames, email
address, major, year, previous courses, etc.)

I' The instructor will be downloading the class roster from the web. You may ask for a copy on disk to be loaded into
Excel or other spreadsheet for grading purposes. Photo rosters are also available.

I Are old tests kept on file in the library or posted on the web? If so, you should probably get a copy.

' How are tests administered and who will be present? Any special procedures enforced to prevent cheating, such as
alternate test forms, showing IDs, etc.?

I' How does the professor prefer to handle suspected incidents of academic dishonesty?

' What are your grading responsibilities? Who writes the detailed key to the tests?

I' How are tests handed back? Who handles student questions about grading? What is the professor's policy on re-
grades and grade changes? How/where are grades posted? How does the professor prefer to handle telling students
what their letter grade is during the semester?

I' For discussion sections, are discussions required or mandatory? Do you need to take attendance?

' 'Who sets the agenda for discussion section meetings? Can you try things on your own without clearing them with the
professor? Will the professor write quizzes, etc.?

I Inlaboratories, who handles stocking materials if the labs run short in the middle of the week?

' 'What special procedures do you need to know, such as safety and checking out equipment?
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APPENDIX III - SYLLABUS CONTENT CHECKLIST
Available through DIIA (http://www.utexas.edu/academic/diia/gsi/coursedesign/index.php)

A Course Syllabus Production Checklist

Written by Dr. Teresa Sullivan, Department of Sociology, The University of Texas at Austin
Have you Included This?

CouseDdsils
1. Course name, number, unique number and semester (Unique numbers are found in the Course Schedule
2. When and where the class meets
3. Instructor's name
4. Instructor's office location and phone number
5. Instructor's office hours
6. Lab or discussion section(s) time and place (if applicable)
7. Teaching assistant(s)/ grader(s) name(s)
Teaching assistant(s)/ grader(s) office and phone number
Teaching assistant(s)/ grader(s) office hours

CarseOhatives
8. Course overview
9. Overall course objectives and outline

CarseReypirarats
10. Course pre-requisites and co-requisites
11. Textbooks and other materials required

12. A detailed description of how course will be graded (how many quizzes, tests, papers; weighting of each;

amount of homework, etc.). This description required by University regulations.
13. Details on how homework will be handled (grading, posting, late policy, etc.).
14. Preliminary information on term papers or projects, if any.
15. Information concerning course/laborabory/discussion coordination.
16. Policy statements on such things as attendance, makeup exams, scholastic dishonesty, etc.
17. A list of all critical dates for administration of class including...
a. Last day to drop without penalty
b. Last day to drop with a given grade
c. Exam dates, including final exam date (see Course Schedule)
d. Major due dates for project
e. Any other special dates (field trips, special speakers, etc.)
18. Assignments of problems and readings as far ahead as possible.
19. Location of and bibliographic data on any reading on reserve in libraries.

Othe Infarmetian:

20. Recommended readings

21. Hints on taking notes, exams, etc.

22. Information about tutoring, course files, etc.

23. Sample test questions.

24. Extra credit assignments (if applicable).

25. Student Information Form (to be returned to you).

I T I W W W

auuauaaa aoaaa aa aa

auaaaa
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APPENDIX IV - NATURAL SCIENCES RESOURCES
Advising
The First-Year Center
Phone: 512-471-3796
Web: http://cns.utexas.edu/students/first year advising center/
The First-Year Center provides comprehensive advising services to all first-year students in the College of Natural
Sciences

The Transitional Advising Center (TrAC)

Phone: 512-471-3796

Web: http://cns.utexas.edu/trac/

Advisors in the TrAC provide comprehensive advising services for students who are enrolled in the College of Natural
Sciences in the biological sciences, pre-health professions, human ecology, pre-computer sciences, EEB, marine science
and students who have not yet chosen a major.

College of Natural Sciences Academic Advising Centers
Web: http://cns.utexas.edu/students/advising/academic_advising_centers.asp
Students who have selected a major can visit the above website to find their advising center location and phone number.

Natural Science Career Services

Web: http://cns.utexas.edu/carcer_services/

Provides students with: Career development and planning assistance, Resume and job search letter critiques, Workshops
on resume writing, interviewing, networking, and job search strategies, Mock interview sessions, On-campus
recruiting/resume referrals, Employer contacts folder, employer literature and videos, Annual Career Expo and Co-
op/Internship Fair, Full-time career advisors available for appointments, Information about internships

Career Exploration Center

Al1)5 Jester

Phone: 512-471-1217

Web: http://www.utexas.edu/student/cec/

Provides students with: Career assessments (often called "tests") to generate career options based on the student’s
interests, skills, values, and personality characteristics, Appointments with professional career counselors to clarify goals,
explore personal concerns, and develop a plan of action, A database of internships and full/part-time employment
opportunities, Information about graduate schools and the application process

Health Professions Office

http://cns.utexas.edu/hpo/

The role of the HPO is to provide UT students with the information necessary to make informed academic and career
decisions. Full-time counselors and part-time peer advisors are available to help you select courses to meet professional
school admission requirements, advise you on health career options and alternatives, and provide you with up-to-date
information about professional schools. Counselors conduct workshops on topics regarding professional school
application and interviewing procedures.

Scholarships and Fellowships
The College of Natural Sciences has several scholarships for which students may apply:
http://cns.utexas.edu/current_students/hsa/scholarships.asp
Departments within the College also have scholarships available. Contact the undergraduate advisor in your
department for specific information about them.

Student Organizations and Volunteer Opportunities
For a list of Student Organizations associated with the College of Natural Sciences:
http://cns.utexas.edu/students/organizations/

For a list of Honor Societies associated with the College of Natural Sciences:
http://cns.utexas.edu/current students/hsa/honors.asp

For a list of Volunteer Opportunities associated with the College of Natural Sciences:
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http://cns.utexas.edu/current_students/beyond/volunteer.asp

Student Activities and Leadership Development (SALD)

Web: http://deanofstudents.utexas.edu/sald/about.php

SALD is a department within the Office of the Dean of Students that supports 900+ registered campus student
organizations. SALD registers all organizations at the beginning of each semester and maintains a student organization
database with contact information, purpose, membership requirements, and functions. SALD offers numerous services
to student organizations through publications, workshops, one-on-one consultation and event planning support.

Volunteer and Service Learning Center

Web: http://deanofstudents.utexas.cdu/vslc/

The Volunteer and Service Learning Center provides volunteer opportunities to students at The University of Texas at
Austin with the ultimate goal of serving the needs of our community while enriching the lives of those participating in
our programs.

Research Opportunities

Undergraduate Research

Web: http://cns.utexas.edu/current_students/research/

One of the greatest opportunities a major research university can offer its undergraduates is the chance to do front-line
research in faculty laboratories. The Office for Honors, Research and International Study (OHRIS) helps students find,
among many research opportunities inside and outside the university, the program or lab or organization that best suits
their interests and ambitions.

Other Resources for Natural Science Students
Multicultural Academic Initiative
Web: http://cns.utexas.edu/students/multicultural academic initiative/
The MATI office was established to serve as a "home base" where underrepresented students in the sciences receive
academic support, advice, and counseling throughout their journey at UT.

Residential Hall Study Groups

Web: http://cns.utexas.edu/acp/

Any student can come to the RHSGs to use the space to meet with study groups or TAs for their class. Students
enrolled in introductory math and science courses can seek course specific support using the resources and staff at the
Academic Communities. Support is provided for Bid311C, Bio311D, CH301, CH302, M408K, M408L, and M408M.
Held in Jet@: Sun-Thurs, 7:30-10:30 and in Kingdving Sun-Thurs, 8:00-10:30.

Open Mentoring
Web: http://cns.utexas.edu/open_mentoring/about.asp
A web-based mentoring process for all current College of Natural Sciences students.

The UT Learning Center

Web: http://www.utexas.edu/student/utlc/

The UTLC provides tutoring, academic counseling, study skills classes, math and science review workshops, GRE
preparation classes, and peer mentoring. The UT Learning Center also coordinates the Supplemental Instruction and
the Teaching Teams Programs.

Undergraduate Writing Center

Web: http://www.utexas.edu/cola/centers/uwc/?path[0]=uwc

The Undergraduate Writing Center provides individual, professional advice on all aspects of writing to UT
undergraduates on a drop-in basis or by appointment.

Achieving College Excellence (ACE)

Web: http://decanofstudents.utexas.cdu/aes/ace.php

ACE provides academic support through tutorial services, academic workshops peer advising and graduate school
preparation. The ACE Program staff is committed to guiding students to the campus resources that meet their needs

and to encouraging students to reach their highest potential.
Multicultural Information Center (MIC) and The Gender and Sexuality Center (GSC)
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Web: http://www.utexas.edu/student/mic/ and Web: http://www.utexas.edu/diversity/ddce/gsc/

The purpose of the Multicultural Information Center is to assemble, process and disseminate any and all information
pertinent to the retention and matriculation of Black, Latino, Asian American and Native American students at the
University of Texas at Austin. The mission of the Gender and Sexuality Center is to provide safe spaces for all members
of the UT Austin community to explore, organize, and promote learning around issues of gender and sexuality

Services for Students with Disabilities
Web: http://deanofstudents.utexas.edu/ssd/
Determines eligibility and help implement reasonable accommodations for students with disabilities.

University Health Services

Provides services like those of a family doctor (including Women’s Health, Immunizations, and general education). The
UHS Pharmacy can fill any valid prescription written by a healthcare provider licensed to practice in the United States.
Call (512) 471-4955 for an appointment. Call the 24-hour Nurse Advice Line (512) 475-NURS (6877) any time day or
night if ill or injured and want self-care advice.

The Counseling & Mental Health Center (CMHC)

Helps students with their personal concerns so that they can meet the daily challenges of student life. Staffed by
psychologists, psychiatrists, social workers, and other licensed mental health professionals, the Center is open to
registered U.T. students between 8:00 a.m. and 5:00 p.m., Monday through Friday. The office is located on the 5th
floor of the Student Services Building. The telephone numberis 471-3515.
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