	
	
	



Plan with your Lead Instructor or Teaching Team
Use these questions to guide a conversation with your Instructor of Record and establish expectations and norms. 
Communication and Coordination
· When can we meet regularly as a teaching team? Will this be in-person or virtual?
· When I have a question, what’s the best way to contact you? How soon will you typically respond? 
· In an emergency, how can I contact you quickly? 
· What is our plan if one of us is ill or needs to be absent? 
· Do you have any planned absences this semester during which my responsibilities will increase?
· How will you be providing feedback to me on my work/teaching?
· Which weeks do you anticipate will be a higher workload for me, based on exams, difficult content, large assignment submission, etc?
· What should I do if a student approaches me with a challenging life situation?
· Which student emails should I respond to, and which should be sent to you?
· What turnaround time do you expect from me in responding to your emails or to student emails?
Course Content, Exams, and Office Hours
· What’s your approach to teaching this course? What’s important for me to know about your teaching style? 
· Which course documents, assignments, or exams should I build, edit, or contribute to? What’s our process and timeline for creating this content? 
· Will I be responsible for any in-person teaching? If so, how frequently? 
· How much creative control will I have to make or edit lesson plans?
· Where can we share resources related to this course? (e.g., a shared Google Drive or folder, within the Canvas Files, etc.) 
· Are any resources available from past TAs of this course? (e.g., successful assignments, lesson plans, exemplary student work, etc.) 
· If I am having difficulty understanding a topic myself, are there resources available to help me get up to speed?
· What topics in this course are typically challenging for students? 
· What is the role of ChatGPT and other AI tools in this course? 
· Will I be responsible for proctoring exams? If so, when are those scheduled?
· Will I have office hours? Will these be in-person or remote? Will students schedule appointments, or will these be drop-in? 
· If I hold office hours, how often should I hold them, and should they be coordinated with others on our teaching team? 
Grading
· What is your expected turnaround time for submitting student grades?
· What is our policy surrounding re-grading assignments?
· How much feedback should I provide students when I am grading assignments?
· How long should I be spending grading each individual assignment?
· For grading assignments or exams, will we use rubrics, have grade-norming meetings, or use examples of student work to illustrate grading specifications? Will you provide answer keys?
· What is considered “acceptable collaboration” on an assignment? What is considered academic misconduct?
· Will I be responsible for grading exams? If so, how much time should I spend per exam?
Technology and Course Organization
· Am I responsible for managing our Canvas course? If so, what specifically?
· How are we communicating with students (Canvas announcements, email, etc). Am I responsible for that or are you?
· Are there any tech items you expect me to be proficient in or to own myself to effectively teach this course?




	This pre-teaching checklist for TAs is from Haley Briel of the Center for Innovation in Engineering Education in the College of Engineering.



